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In writing material for this Handbook the editors and ‘authors have -
_ chosen to use the word "he" in all references, as is fitting for writing
. on adescriptive level. "He" is defined by WEBSTER'S NEW COLLE-
- S . IGATE DICTIONARY, eighth edition, as "used in a generic sense or T .
R when the sex of the person is unspecified." Therefore, in the follow- L
B : ipg.articles, "he" also indicates "she.” ~  °~ - -
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Introductwn e

Movwaiaa N . . ) N N N
)

: - . R
One of the Natwnal Home Study Council's main goals is to conduct
ST and promote research for the advancement of correSpond nce edu-

o - cation, This Haendbook is a collection of current, practical, essen-
‘ . tial guides on how to develop a.correspondence course. -It presents

. the vital skills and knowledge developers of home.study courses

- \ need for success. The HandBook attempts to cover the complete

e T © range of topics on course develc)pment from maf'ket research to:

~~ . ‘the final pr-m.;mg S o . o » ‘!

J‘

Th:s Handbook is a result of a pro_yect suggested by NHSC g

... . .Research and Educational Standards Committee. It is intended
for use by new home study Directors of Education, course authors

. . or.anyone interested in home study course development N
: The authors are pr'actlcmg home study educators anci eacperts in.
their fields. The National Home Study Council is deeply indebted
Tt to thgm and expresses gratitude for their fine contributzons to the
‘ advancement of the home study field.

i R ‘

T T we hope that you\wzll “find this Handbook useful and we wel“-‘:ww T
\ . ‘ come any suggestwns and comments. »
o © . . . - WVilliam' A, Fowler - . -
e L ' R - Executive Director
. T T - ", . 7. National Home Study Councll
. AN v ; o Aprll1980
.- . W
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William A. Fowler is the Executive Director of the National N,
: Home Study Council. He joined the Council in 1961 .as Asszlstant - :

\Du'ector and was named to. }ns eurrent position m 1972

| ”What we have tried to achzeve with this Handbook the Councxl’s
b initial effort in whot we hape will be a oontznuzng series of Handbooks,

§ to capture. and preserve.the collective knowledge and experience - +
_ Of veteran home study educators oo ® -

- Mzchoel P. Lambert is the A351stant Dlrector of the -National Home
Study Counoﬂ He joined the CounciV staff as Accrediting. Pro-

gram Coordinator. 113 1972 and was appomted to his Ppresent
Iposmon m 1977 .

W

-

"Each year the Counczl recezves hundreds of requests for help
from member end non-member corresondénce institutions. "This
~ ‘Hnmdbook presents as much practical advice on heme study course

. B 3 *deyelopment aspossible, given the oonstr‘mnts of poper ink, time,
ST .. and budget "

L]

3

Louis E Frenzel joined the educatlon staff at Natlonal Racho
Institute, Washmg‘ton b.C., in 1959. In'1969.he became Assistant
Dlreotor of Education. He joined Heath Company in 1973 where

he is curx‘er;t]y the Vloe President, Education Systems.

" urge.counsd wrzters and education directors to consider

- seriously greater ‘usage of a variety of‘media -- partzcularly oo
audzo-wsual media -~ in their courses. Some of the old formulus ‘
for oourse development need to be retzred "

1 - Mary E. McKeown Jomed the Amermen School, Ch:cago Nlinois,
R in 1942°as an Instructor. In 1958 she was named High School .
ey . Pr:mcxpal and today she se'rves as Vlce Presmlent Educatmnal
- Services. ~

"As a Director of- Edueatzo‘n you need to kave a good sense of
humor. You will have to play many roles -- gdministrator,

teacher, writer, motwator' supervisor, znnovatpr and most -
N zmportantly, hstener You'll never be bored! "

' y ey | Gordon C. Bennett is Chief of the Program Management Office, \ o
~Directorate of Trammg Dgpelopments at the U.S. Army-Quarter- T
master School (QMS) in Fort Lee, Vmgmla He joined the QMS

in 1959 and has over 14 years of experlenoe m preparmg corre~. .
~s;:u:anclem:e courses for the U..S. Army.. o o )

n "If you. agree that ob]eotwes are the startmg point and basis of a
- course, can you r‘eally say you have a course if you don't have

' objectives? Can you say you have a good course if you dldn't
make the necessary effort to ctevelop good ob]ectwes"”

. . N N N
N * kS . Toa
o 1 . R . ) N
. . .

. i i R Ce o
N AN . { N S t *
‘. . L ) . .
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Standards Committee. ‘ N R

~ of your home study courses Try one "

‘ Douglas M. Bonham is another alumnus of the National Redio

~Line Manager in their Education Systems Dwmwn.\ —

~vzsual aids can breathe life znto your courses,"

< “;\i o oL .x - R
Charles B. Morshall joined La Salle Extenszon University, °
‘Chicago, lllinois, in 1962.: He is ‘currently the Vice Premdent ‘
Education, at La Salle, and he is a former member ‘of the o 3 \
~ Accredmng Commission of the Natlonal Home Study»Coun;nl D

SAt a time when high quality home study courses are so wzdely
' recognized that they may-even award a degree, the responsrbllzty
for préviding the finest home study materials becomes more zmportant
‘ than ever befor‘e in the hlstor'y of correspondence educauon. "
- » . . . - N "ﬁ

» - | .
. .

Lee Hughes is the Dlrector of EduCatlon at the U. S Marine Corps
. Institute (MCI) in Washmgton 'D.C., which he joined in 1964,
"He is the Chairman of the NHSC s Researoh and Educational .

[

"Everyone knows that Johnny is a poor reader. 'Ther'e dre
many proved methods to determine the reading grade lewl

v
Y

«
“”

‘J ohn T Loftus joined the staff of lnternatmnal Corresponde‘ri"e .
W Schools, Scranton, Pennsylvama in 1952 Today he 1s the Vice :
X X ‘Presment‘Operaho{ls atICS. = - Sy

"Preparinyg the e:xammatzon is the critical act of developinga =+~

course. " It is the primary Vvehicle to measure the effectweness
of your course.” - . ~ ‘

*

Institute, staff of the early 1970's. He joined Heath Company,
Benton Harbor, Michigan, in 1974, where he is now Product .

"To oe(effectwe, a home study ooorse must be more than just |
a collection of puper-and pencil experiences. ' Kits and audio-

~

N Robert B. Hamilton Jomed the mstrucnon staff at the Westlawn B
. School of Yacht Design, Stamford, Connecticut, in 1973. In 1974
he was named Academic Superv1sor -In addition to his unlverswy

S <X ~education, -he has completed home'study courses in wrmng, o

-

engmeermg, art, and yacht desxgn.

*
N

- "An effecnve layout wul oontrtbute to student mot:vatzon build .
hls confzdence in our texts, and encoumge his sustamed effort
towards course completzon " ; @ . ¢
S e ﬁ ‘
:

v
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Davxd H Dasenbrock Jomecl McGraw~H111 Contmu:mg Edueanon ¥
Center's National Radio Institute, Washington, D.C., in 1969

. He is currently the Dean of Instruetlon and Edltorﬂn—Chlef.
- at NRI » ~ ‘

. "The uutzal package of study materials is the most important
package a student wrll recteve . Giveit your greatest atten- -

non "

y -

; J ames E. Godfrey founded the Truck Marketmg Instltute m I
- 1964 and has served as its Director since that time. He is

currently a school member of -the NHSC*S Aecredltmg
‘ Commls sion.

~"’Reﬂectmg on home study schools that have come and gone
ovyer the years, failures often are traceable to errors of

~ business ]udgment

© ' =- management must know the real costs of us produets :
T and .services. " \

*

vl
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Ronald D Clark served on the staff of International Corresgondence N
. .Schools from 1952 - 1973 where he was Dean of the- Faculty Hedis =
.a former wrembqr of the National Home Study Council's Accrediting -

"Commission, and he was Assistant Director of NHSC from 1973 until LA
1976, when he joined the staff at the North American Training. .
~Academy (NATA), Newark, Delaware where he serves as Vice

g Presldent and Director of Educatmn ' :

)

r: RN N

"Gel your'self knowledgeable praennaners in your study field.
While they won't often be able to write, they will give you good
.mformatzon "Then retain excellent technical ‘editors and copy -

editors. Productwn on an excellent scale is wonderful “but you ~

‘ must have somethmg worthwhue to preduce "

>

BY

AN R » . -~ N A 4

Kenheth E. thttmgton ]omed MTA Truck Driver School in 1970
He'is Executive Vice President and Director of MTA and says

. broudly that 95% of what he knows about home study education

he learned: through h1s affiliation with the Ngmonal Home Study

: Council .

"The Director of Education must realize that his job is of extreme L
importance. He must be an expert in the following areas:: sales, - .

‘\law marketing, accounting, research and development, psychology,
- education, and business administration. He must be of caliber to . -
_attend and contmbute to a board meeting.at 10: 00 a.m. and then.

be able to solve a student's educatwnal pr'oblem at l0: 30 a.m: It s
a chullengxng career oo \ o K

A

In any business -~ schools included
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In thzs ftrst arncle the phllosophy of modern {wme study educanon
“is dlscussed thg prmcxples of course development. are presented '

and there is an explanatlon of how courses: meet the demands of adult ‘
self-paced lem'nerss. .
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frarh’ Theory
c to Pm&'tzce

1 Y s . )
”*.. ’ ) * N -
T e .o oo - William A, Fowler .-
- . . - » > ‘ AN o . * . - o.‘ 1‘\ “ o N . . '
o - ‘ - - 5 -

Not long ago, one of. the truly outstanding eorrespgndence educatox's‘ 2
of the 20th Century,, William A, Rogers, Vice President of the Interna-

. . tional Accountants Society and member of the NHSC Hall of Fame, re- .

"marked to a group of NHSC school staff members attending a'seminar:.

. \"The most. drametio change in home study ‘education ‘that I have witnessed

1 _maYerials. There is s:mply ‘no comparison between home study lessons o

the past 30 years is the tremendous improvement ‘of home ‘study oourse

LY

o@ee decades ago ‘and the lessons in today 8 courses g

t That is qmte a eompliment coming from' ‘someone Who has earned na- -
tional respect for his expertise on such matters. . And\it’s true! Most
home study courses today are exemplary The texts , which bear the
burden of delivering the course content (since they must serve as the
teacher and the text; doing both in anf mterestmg wdy), make use of

‘just 4 about - every known mnovatlon of media technolog'y »availeble .

The pr1n01p1es of text design, development and production are touehed
on briefly here and are fully. explored in the subsequent articles in
this handbook . t's begin with some theory and conclude with some'
thoughts on h6w to apply the theory to text design and development o

a THEORY OF LEARNING BY CORRESPONDENGE

s

X N I - - . N ap s s e

»

NN
(‘

Eduestors are stm at 2 1oss to explain exaetly how the learmng pro-

cess takes pleee in the chemistry of the brain. There has been woefully

little oonelusive research on how adults learn and there has been .



x

‘even 1ess published research on correspondence theory

¢]

. '

" .Yes, ‘we make attempts to describe what we ' do, and maybe even why
" we do it. But we are hard pressed by give a. chsereet understandable,

o ~ and Aaccepted deserlptlon of the theory behmd the success of home study
Co : methodolog-y \ ‘

‘ Let us appronoh this top:c by deserlbmg emne of the basw beliefs or
- axioms eommonly held by home study edueators
. R S Learnmg takes plaee everywhere and most of it outslde N SR
T . o the olassroom. s R \ .o N .
o == ‘ Home study‘ leerning; theory is based_ on th ‘ coneept of
- '-»= . . independent, mature learners studying formally pre-'
' - pared materialg in a given subject. ‘The learners are - R
~ o motivated. primarily by the mterest they have in the N

. subject they are studymg C s S
cLoL o *:-' 'The theory espouses the concept of "eaptamey of self "
: . ™ wherein the mdlvidual student assumes resgponmbihty for S
. " activating and sustaining the learmng process. The . - "
e - teacher (or more properly tutor) plays a eupportive e
~ .. role by guiding the learner, giving eneouregement e .
e 1 % - and providing périodie feedbaek and hopefully, ex- - e
C }ernal mouvatlon. ' o ' N - |

R N O N * -
. N : N

‘ Usmg these eoneepts and knowing in advanee that the vast major‘lty
_of home study students are in the 28-40 year old group, ‘We should look
‘ elosely at problems faemg the mdependent adult home etudy learner

1 .
o= The student may laek eonfldqnce eonfldence in the ‘ Tl
‘ ‘ " ~ ability to learn, especially ifithere is little contact T
N S -with other students workmg rn the same course.\ oL

« . == Asa regult, the, student may be fearful of not doing - .-

SR 7 | I | feeling: there will beia loss-of-face if all work- - e
e | is not perfect. This, then, may result in a delay'in . ‘ .
o . submitting w0rk for the tutor'\s commentsg and- guidance T
' ’ : L2 T
. RN ‘The student is anxious about how to combine or recon-
SR - ‘ cile study and family demands and dem&nde of friends, ~
L o neighbors the boss, his workmatgs an'd the myriad . o

-

i
§
. ‘ )
4 “ i ) . . ) ' ' . i . \‘ . . u .,
N N . \“k ‘\ N ~ ’ - 4 ) B . . a




N N ]

.- of other. thmgs to do. There may be a g'ul ty feeling S -
~ about spendmg tnne,"shut up alone’ wrth the books.“ AR
. == Then too, the fatudent may quite slmpl'y fepl too nred -
- after a hard day s work to settle easﬂy to mental
\ oo effort. - R PRI L
T ~ As they ponder course deslg'n and welgh ‘these fadtors . home study. -
\ course developers should reeogmze other treits in edult learners* ‘
T, N [ N . s e
. .. == Theadult student has more experience, more know» ‘
e« - - ‘ledgeand, “above all, more motivgt;or?‘ than most T ;
o, ©° school age students # Many have lost the, innocence : . ... e
o ~ - thatlets youth imagine that Txme stretches endlessly - L A
L \_\‘ RS ahead. Most adult. students know that ifithere istobe - = - = " \
~h .« Y - . amorerewarding job or a more fulﬁlhng role in life, - e
Cow : »© 77 there is little time to waste... A strong sense of pur~ .. ¥ | '

"pose can more than make g for bemg outof practice. *~
= Whne the adult student's memory for facts may. not be as .
.. . . good as that of the younger student, the ability to grasp
t R - and analyze underlying pr;nciples and the relation-
s+ ' . . ships between facts is better. This kind of under- Lo T
e e ‘standing is'far more valuable in higher edueation R S
S than is mere kno‘wledge o facts g - ‘

- Exper:xenee in educatlonel ogram‘s based on corre- . . s

4 spondence study suggests that adult students learmng
e ata dlstaqce can do just asg well as. yopnger students "
' working i in'a classroom.; s
o e Correspondence eourses offer new ways to use free S -
' .time.creatively: kits, experiments ‘outside lectures’ ‘
- ontapes, etc., all provide a multi-media approach
B ‘that can effectlvely compete vnth TV watehmg

e .. NoOW. let's look at how home. study eeurse developere can meet RO s e
a \ ehallenges and successfully tedch learners at a distance. Since most ‘ ‘
‘courses use text materials as the prlmary information source, *we will
concentrate on how eorrespondence learmng theory is apphed in the
A wrmng of good text matermls. ‘

e



| \j S0 Good coul‘ses must ‘come ~with built. in readmgs assxg'n*

TEXT DESIGN-’ S

~ Over the years home studya school educators have accepted some

baslo principles of course and text design.”,lmportant among these; ‘

are*‘ - _ ‘~ . RS L
N 8 S The home study text is not like the typtcsl colle o
R text 1t must do more than )ust protrlde mformatlon. ;

IR -

~_.~ . ; . N . ’-r ’~«‘

'Home study courses must teach, explicate, anhcipate
questions and, :m genersl .8erve as teacher, facﬂitstor, :
. .classroom mate, motlvator, and be the source for. -

e needed mfermanonl Tt Ty .

Sw

& K . a AN N ) . v

‘ments, evaluative mstruments and inspiration for *. "+

FI

Fea

j;tudents to continue. They must challenge’ the fast
: learners and still hold the atteqtion of, and teach the™”
less g’iftedt ‘ )
4, , ) Home study ceurses must teach the essential current
‘ body of knowledge skills and attitudes to meet course

2

AL . objectives using media that are economlcslly t‘easib!'e AR

and educatlonally effective. o

o X RN

5.  Home study instructors serve primarily as evaluators

AY

-of aeh:evement and responders to technical queries. = . |

Their role as dispensers of mformation, “lecture = -

£ givers,” is minlmal Thejr- role as motivators of - ‘
. l€arners, via written or oral commentarles is an - -

mportant funcnon. . R

k]

‘ The system of teaching by correspondence can be broken down in-. -
“to'the following funct:ons' ) -

b

- . . ‘

1 Courtesy:‘; ‘I:ir,\Chsrles 'Marshall}, La Salle E\xtension University

~
N .
*

=,

Functaon S Dlscusslon .
Inform‘atlon - Matemals are bssed on speclally written |
Delivery - texts and written for a specific.audience.
N -~ Home study ‘authors'and editors haves. =



"4 Elaboration and
‘Explanation

; ‘detaﬂed proﬁle analysrs of the:rr p/@ e~

R £} 11 S :

* %

o ~t1ve students. ‘
Study guxdes and texte are umquely de-

. signed for the gpecial needs of thousands
‘of students. . Analysis of areas where .
students need additional. mformetlon ag-
sists editors in makmg rnetenal more rele—

PR
»,
»

: kMotwatlon is consistently 1ncorporated in

panded by personal commente on graded =
* . assignments along with helpful model an- | .
. swers. Motivational letters are sent ‘

‘ if‘rég’\.ﬁarly .

The student writes a question and eends
- it to the school. Each question receives

- & personal detailed reply Self-quizzes -
in-study g-uldee provide written answers. o

: Er'eluetion- )

Ly

Learning o
Completion

T

%

Apphcation of
Learning

R

e

’ for permanent referencé and review. 5

A series of written exammatlons evaluated
;pergonally and supplemented ‘with.model
N \solutien replies, are used frequently enough '
* to measure. learning. The student is not
~ allowed to progress'through any substantial |

amount of the course without a complete under-

t stending"of the material already eovered

= Making use of the graded test, learmng should

. continve until the student attains a thorough
grasp of the material. Review of the returned )
graded paper and understanding-the model .
‘ solutione are an mtrmsxc part of the studies..

P o

e Tlge home study student frequently epplxe:s;~ '
“.on the job what has been’ learned the night
. before. "Learn it today, apply to' tomor-

.. .row,"is a major motto of correspondence

educatox:s. ‘Because most home study
programs have specific¢ career or voca- ‘

(74

- home study text materials. . It is also ex- - ..

A

x



o tlonal goals, learning tends to relate - S : ,
- _ B specifically to the 3ob and may be apphed s e
» o~ . .S .~ immediately. ~ .

N IR s
¥ . . LI . DN . - s
N * ¢ A ~

Finauy., home study text deslgn.as pred:cated on these qssumptions

- »The‘learner chooses to study on’ his own, - 1[* .
w T v

== _.The Iearner is capable of mdependent self-dlreoted G -
B study without the props of | peer group or cont:iﬂﬁbus R N B
teaeher interaenon. e , S ,\ e ’

. e The course is geared toward the generel ‘background T o
o ©, reading ability and 1_nterests of the broad rang'e of IR I s
- o - enrollees, . - . 0 o SRS

SR The course objectrves mateh elosely\the learner's ob- ‘
. ‘ " jectives, as well as match the promises of t‘he school'
advertising S
C - The learner ‘must feel eble to "transeend the bpndages’\ L
oL \ " of spade and time"-and learn effeotively by mail. The o
\ ? © system, therefore ‘must appear to be individually de-
B signed for the. learner ahd it must be clear that per-.

&

‘ sonal attennon is readlly avaﬂable T SN s

é -

e The course must be able to be taught effeetwely by o vooa
correspondence. e 5 R \ R
N, Considermg all of these eoneepts the home study educator proceeds
‘ “" to construct course materials which meet the specific needs of mature y
mdependent self-directed learners Modern home study courses are
. the result of decades of development of a‘rather practical, results~ = :
«. . - oriented approach to education, ‘The principles, beliefs, theories and . .
/ i .axioms above are the dlstillatzon of years of oolleetive thinking of home : o
SN study educators o = ; B . . . o

.
&,
el G L e AR me s e e T e e '.\. el e T B S S U S D

\\\\
A

~s;aaps IN covnse PREPARATION A N R
NN . N o N : W.\ NN . N .
N : ~ St

‘ ']ghe steps in course preparat:on vary from school to- school and no oy

B - .
~» onetiethod is universally followed. However, some gene guldehnes ‘
- are ot?ex;ved and theee are outlmed below . - SR

8 &(\ o N ‘::\ . . . ’ Q \‘\ " L T
N Aruntext provided by enic . T ‘ . “ ¥ o N R -:‘. B @ “:\ o N .o B N - .

\‘ »V‘
‘& \
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1

A skeletal outlme ot the major steps in eourse de\(elopment meludes RN -
these steps in which home .study developers. o ' -

BRI Y Deternnne the subject mattor tO be presented in depth S
R - . market résearch can be helpful, but don't ignore the im- = .’
- : “ . o S portanee of mtultlon imaginat)on and enthusiasm ‘

Determine the educatxonal ob]ectwes for the ,course, o
. the expected outcomes for graduates, and listthe = "‘ .
skﬂls knowledge and behawor changes to be imparted T e

. - Prepare speclally wrltten correspondence lessons. \
o . ‘ N R : -1 ‘ ‘ ' \ o .
\ CL T 4 Develop supplementary rraterxal such as. how to study L \

.- .« booklets, motlyational tapes, study aids, etc. Study .

T .- guides tell ‘what the reading asslg'nfnents are.and how o
to prpceed Supplementary items should ‘include encourage-
ment letters practice exercises, student pro]eets, ex= N
planatlons of material not covered adequately in the texts IR

L or lessons and possibly/. experunental kits.. e

(1{ R 5. Develop examlnatlons for each study unlt. These are f T o
. '* . generally designed as open-—book examinations.. They I R
RN ‘should teach as well as test. Furthermore the exam- S )
‘ ‘ . ‘inations should be designed to facilitate correctionand . o
T " evaluation'in an economical way. Above all, examinations' - - T ey
s I shoulvd measure the extent to which the ob;eetlves of the | ‘
\ s s .course have been mastered o N S

‘ 6 Desxgn prmt paekage and store the eourse for use. \ L e

‘ Appendn: A at the end of this, ehapter isa flow chart showmg the s S .
\ © . steps followed in developlng a typical eourse. "Appendix B prowdes o ~
. sample budget 1tems to be consldered in developingpa course,. : ‘

»

This Handbook includes articles- wlneh explain the "how to" of each

e ;,_of the major s.i:epsuh.'?.!:et:Lal;vmce,w R S A S SR : . m.w.»___‘

&y

B 4 N
N N . 3

.. 'COURSE ‘Wagrme rsosmeussf T

In the actual wrmng of eourse texts sehools use one of these three r -
methods ) , o ‘ o o e

I
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‘First, the use of inTNBuse specialists who, ‘depending-on the sizeof = @
the.school, may double as instructors. This technique i% especially
“aeffective for rev1stons. Because of time prlomties and the difficulty
~of keepmg up in the field, this technique may :not be practical for majo\r
rewrites or for new course development. : o
R - *. O . a ‘
AT Second and probabh,'»the most popular method is the use of an "out- L
T . side™ subj ect mattar specialist working closely with the school's educa-
o tional directot. When such specialists can be found, this method can
o " be most effectlve Due to the extensive coordinatmn review and edltmg
Ca, e reqmred it can‘also be inefficient, ;not to merition frustrating ‘The ‘
- amount and method of remuneratlon are important factors in the arrange-
ments made witlioutsxde wrtterst : : ~ ~

N A
R

The thlrd method is the use of a pubhshing or consultmg firm, under‘ o o
R N . contract, to prepare a complete course or program. Although a popular < L
A and frequently used method, we have seen only a few” good courses - y .
‘ C . prepared in this way, Experience, cost, coordination, time, and avail- "

" ability of qualified "contractors® are factors whic‘h g'reatly limlt the use B
L of thla method N ~ - ~
T For the purposes of this Handbook t,he authors have assumed that-

‘ . " - the readers intend to develop, or actually are developmg. theirown @ - - . |

¢ . . texts (options oneand two abqve) By understanding the principles . ) o
.. - of'home study text design, Directors of Education and. other school

L S executives are better able to work with and'control the*quality of the~

o courses developed: using any ofthe methods. -~ R S
-

B Y
* N
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B Appendlx A
v s:rsp BY STEP DEVELOPMENTGF A .
B - TYPICAL HOME STUDY COURSE -

e

N
j
L4

el

* " 7" | SELECT COURSE SUBIECT

hd .
M

DO MARKET RESEARCH | " o
DETERMINE POTENTIAL |~~~ .+ [ ..

*
A .

e —— (" Validate Objectives ‘
S .0 - - | PREPARE COURBSE OBJECTIVES =< . Consult with Subject
‘ ) ‘ _’_ SRS S < \ Experts, Employers eto; C

~IMatch with - | e
. 'Instructlonal :' LT
'Objectives _, /

y oo

o7« |prepaRe| . DETAILED OUTLiNE | Formutate [ DEVELOP. | -
. |BUDGET | © T - . OF ] Media " - MARKETING. { = .~
o ; N | COURSE' STRUCTUZRE‘ Concepts © | © PLAN | .
o -Tfo- | .roP'mMaNageMENT | . - N
.| rEvEW COMMITMENT ~

N SET TIME SCHEDULE

R N . v‘ . .; N . N . -‘ N A ) R
. l —k ¥ L. : N N S : K ‘ -
. - e . “ - N

~—|-~PREPARE o eouRsE T PREPARE
TO. “p . " .| PRODUCTION [ - |+ To-
ADMINISTER ‘ ~ ‘ \ % 'MARKET

. Price T - . (Continmgd) Advertlsing & Promotion
. ‘Enrollment Agreements o - ‘ ‘ © . . Catalog : o
.\‘Student Records o T L : . Enroliment Qualiﬁoauong- -
C. Aooounting . ‘ N \ . . Legal Approvala for :
"+, Purchasing. L ST Marketing -

4




W " \\ &
) A . “‘DEVELOPMENT OFA ™~ " .
‘ " TYPICAL HOME STUDY COURSE | v N e
(Contmued from preéedmg page) s ‘ ( “
L o . - y ‘ \3:\‘ ~ : . i
. " COURSE JRODUCTION o
);‘ N o . ’ ] * B B ’ . ‘
| \ 1 e - u-'
. Prepare Ancillary PREPARE \ g‘ Match with - . k
materials, kits; 1ds, ete. ) INS)’IRUCTIONAL ~ — - <“course - | ‘ T
. Prepare Projects and ; ‘OBJE\CTIVES ‘\ - 1 objeetives i o 4
Assignments || .-,BYLESSON “ B A S
.. Write Examinations S > o " T e
St ‘ : 4 L SN . - -
. « ___ v * ) R »
" Match adindiad -( Develcp - !
. -=- ; T Packaglng o :
- “ ‘:‘“ - ,. e ‘ . A . , ‘:
- Writing- : ~ PREPARE Format Bindmg T
. Edmng ; LESSONS . Artwork o
Y Release & COpyrlghts : - -JJ-EPQS’!:BPIW s g\

L

| MANAGEMENT REVIEW
!of ob]ectives lessons,
exams prmects anmllary
' material;, etc., to assure

Subject Expert’ :
Evaluation

Accredltatmn
-.-...__ Approval R

‘x‘

_consistency -

INITIAL PRODUCTION|.

*

ki

Field Test

 FINAL EDIT
B

1 "PRODUCTION |~

T

" FULL SEALE
SERVICE
: &
MARKETING

—

S Evaluate Results ‘
. Begin Revisaon C ele]

12

-+ Train Instructors

N
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>
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e SUGGESTED CHART OF ACCOUNTS FOR SAMPLE HOME STUDY COURSE

N
5 F \
'

BUDGET* R | o LR

# o . ot

~ \ l Market Research -- Testmg tha market* feasﬂ)ihty, determ:mmg
. : A scope of course. . » o

R o N

A
. o .
N T ° N

T ~Fixed Costs = - -

'~ . Salaries © - Professmnal Education D:.rector B o
N Clerlcal : ‘ ‘

- . . Overhesd - General and Admlmstratwe L

o . ~ .-Equlpment office: - o

= Supplies, office M

N
b}

L -Otherdirectcosts-‘\ T

» N
 ? -

~° 3. Course Devélopmént Cogts e T T
Researvch‘ - Publications L e “ P
. C . .. - Travel. o S IR

e RN Consultants, Advisors e ,
. ‘ “_— Laboratory and des:gn work o S
G o Wriﬁn‘g - Wmters |
\ ~ - Contract oosts

- o E dltmg S N |
. Subject Revzlew/Fleld Test* L s
i Ce - ' \‘ Typmg B ° B \\

LT S Art/Graphics/Photography SR

RS

.4 Ancmary Matemals Costs S L
{" Klts . ‘ - | i . | T ‘ “ B — \""*“‘**“ R ‘ sy ~\ :»w»:».:_ou_». |
) Tapes S T s n

.. Equipment . “ ‘ ‘ L
Other (D:plomas N Envelopes) . R

-
I3
]

13
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5. Re roduction‘ :Costs Lo : ’
- ==k -3 ' s : \ : :
- ‘Layout and}')emgn R T T S G
~ o Printing e e T LTy S UR
. | Packaging E ) ‘ Lo , ' ‘ : B ~ o - ; et Lo
; Binding . i+ . + v e
R : \\ . V\ : K4 o NN ),;’ R . ‘.% ot - ‘ "‘ s . ‘ '
. 6. Lewral Costs ~ . N ~‘*,/,V . e ‘ “ . .
‘ ) ) ) N L — i i N . .. .{ N . S - R ) C s R . > . o4
. o - Gopyright Permissions , T L ‘ .
N . ) ~ ) - R N ~ “ * n N c A \E
Trademarks . ST L T e o
Course/CataIQg approvals ST
\ C ) . . 1 ~ .
s T Markehng Costs v . ! Yo
. Detaﬂed breakdown determmed by marketing methods used° . :
\» " a 1Y ‘ '. “i
I S U e , - — T—— :
N ~ % 2 . N
. - o R
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2 o T}ns zs not intended to be a proposed budget for every course, I - o
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The' prevzous artlcle e:ram}ned the basic theomes which are.

- employed in home study course design. -This companion ar'ticlé ‘
- lists and explains the various components’ whxch constitute ‘a course

. the naming of parts. A, profile of the modern home study

course and a glossary of terms are included
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| " Many home study educators use the word "product" inter-changeably
¢ with the word “course" when they are talking about their correspondence

Ut offermgs.
) o . Indeed, correspondence eduedtors have long been product oriented‘ N ‘
R " ‘gey employ many busmees terms in thls faehion because it suite what
ey are about o PR o -
A ,.'a : ‘~ ¢ ) h s

-~ ‘quantit twe enalysls, it is ueeful for those eoming to the subject of home
- . “study dourse development for the first time to Know the names of all of -
e e thg parts.- Appendix A is a glossary of essential terms on home study

e course materials and the balance of.this article attempts to label the many
‘ ‘parts of the home study experlenee. N ; ~
4 .‘. . 3‘ f ) N ’
'rm: TYPICAL couyy Lo s
,.\ There is eertainly no one prototype or "typical” eorreepondenee course .
Coursee vary from achool to echool o R : ~ :
' RN . Som’e schools feature "hands on" learning kits. Others use audio cas®
sette tapee for instructdr comments. - Still others rely heawily on non- '
N * print media for instruction. The combinations of media #re numerous. ot
.This feature, creativity of product deeign, helps make home study .an
exeiting method of teeehing and a cha]lenging ‘career field o,
. - ; - ‘ ' y 17
. J: ) . N ) - E ) ~




o L In a recent survey of the Nanonal Home Study Council's member schools y
the following proﬁle emerged from the data provided by the 54 mstitutions -
which responded "These 54 mstltutione offered over 1 500 oourees to .-

: " overl.l4 milljori students. - e e
. Herels theproﬁle o S LT
3 o ) R e the courses have (prlmarlly) voeetmnal ob]ectlves o . !
. o e the typlcal course has 29 required lessons and takes about
o 12 months to complete T E RN *
S o R ~most oourses are written by a combined team’ of m-house v n
3 e _and outs:de authors o §\ o \;\-» o

< ) .

- ;= most’ lesson/exammahon questione are ob]ective type o
- - (multiple choice, ete. ) \ i
- the courses are typieally bound in loose-leaf bindere ‘

R

Lo the leesons are personally g-raded by ¢ a queliﬁed instructor
: - most of the inetruetors work full tlme on the sehool premisee o

- ;f lessons nearly always reeelve motivetlonal comments by an

a : o o mstructor \

N ) "—-;‘ lessons are. g'reded and returned to students in three days “ Q

A : or less ' : S o
" This profile has been confirmed by. the writer'e personal experience

- . .- in the correspondence field. Appendixes B through E provide table}a

. ofdata deecrlbmg e{urses offered by NHSC schools.

“\\ RN N

R

THE MAJOR coﬁPONENTs OF A counse o ) L

e T s v A AR A AN s AN

‘ Basxeally we ean di‘vide the home stud‘y product into three very 'broad
. . categories, | o . -

e Instrueiionei Materials ‘Group -- texts, lesson material, etc.

X
[

== Ancillary Maieriels\Group - kits, request for help ;forms, ete.

. 18 w\; . | . ,
- S 25 ‘
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e ‘ . *~—~ Edueational Serwneea Gro’up -- evaluanon and matructor comments o
Appendix Fisa listing of the components of eaoh of theae three groupa '
" for'a sample course. The. balance of this article will fooua on the In-
structional Materlala and Ancillary Materlala Group " i e - the parts of -
the home atndy prqduot

Al L)

‘.. . . ,,

~THE INSTRUCTIONAL MATERIALS GROUP L,
h : ... " : ‘ | ‘\ W.ithin tlns g'roup we ha e the bulk of the lesson. materials. For example, ~

8% x 11" lesson texts, binder, hard-bound texte examination ‘booklets, etc.,-
‘any item which oontams sub;ect atter knowledge to be imparted to the -
* learner. The media employed to deliver the knowledge or information
. varies from school to school and even from lesson to lesson, but the =
: miaaions remain unchanged for eaoh lesaon or study aeaaion

’ * ) R . . »n !

== present the 1nstrnetiona1 ob]eetive (a)

- present the? mformatmn knowledge or sklll '
\

-~ *have the atudent apply the knowledge or akill or facilitate the
de31red behavior1a1 ehange o : s

‘i\ )

-— evaluate the learmng aeh:ieved or behavior ehange L
- - motrvate the student to eontmue to the next leeson

thm the Instruetlonal Matemala Group the core elem‘ent s the lesson o
text itself. The text may be 8t x 11 inch sheets bound in a vinyl binder
- (surely the most popular Iormat today), er it.may be a 6 x 9 inch book-.
let, saddle stitched. Below isa deaomptlon of the major formats and - -
g materiala in ‘use today : o ‘

Looae-leaf vinyl bindere are the most widely used format by
* schools providing materials on a lesson-by-lesson basis. .The

: w»»—»mw-advantages-of—eaee of revdalon—and versatility-of reproduetion
- . technique are evident. - At the same time, the student has a ‘
consolidated vdlume, or xolumes,; of all material at the end of K
~ .-his course, This loose-—leaf technique has been uaed quite ‘
: eh‘eetwely in ar{ gourses, where full color, line drawinge, ‘
N : " tip-ons, aetual photographs, and other illustrations can be
e interepersed wherever needed. Alss, new materials and  «

-




—-officials, whoere-oriented—te resident-schools,-is-facilitated—

IS

»
LN

-~

T

f Sgeelally written paper»bound booklets are. not qulte as .
' popular Yoday as loose leaf texts, but are still used in longer
courses. Each booklet contains a single lesson/study assign-

ment, in -either 8} x 11" or smaller sizes, wide or saddle stitehed

The concept was developed in the 1890's by Thomas J. Foster, ‘
. founder of International Correspondence Schools #nd'stil -

appears in the original pooket*-s*xze form, or in interesting

" variations. ‘Such materials are easy to store package, and ™’
~ ship to the student Individual lessons may be -easily revised .’
' since. they can be printed in limited quanutles and replaced

without undue budget strains. And the same ‘lessons may be .

n

© used in many different oourses prov1ding versatility for ", :
‘ ~schools offering progrems in the same subject field at different
* levels or dxfferent eourses .with related oomponents. .

‘ Full-smed hard bound textbooks formerly qulte popular are \
now. often replaced by combination ‘materials. such as texts plus

assignment sheets of loose-leaf courses. The primary redson

by revision. When used in fields where the basics do not

‘change and when supplemented by other materials, this tech-

N

nique can be effective -- and impressive - The student has a- .

lifetime reference library on his bookshelf as a reminder of
~his investment. Supplementary reference books and’ outside
- readings can be, and are, employed mth courses using text

materials prepared in these ways B

‘ Stendards texts,. workbooks, and studx_gmdes Some’

schools use stsndard resident school textbooks and work-
books, supplementmg these w1th speelally prepared study

is used most often by sohools with hig'h school programs and
college level or degree awarding courses -- primarily be~

' cause ree0g'nit1on of such courses by state and public school

- guides and instructions to the student. This kingd of course . .~

T “teehmques may be introduoed immedietely into. the courses ‘; * '

- for the decline in the use of such books is the difficulty posed ¢ =

when standard, recognized texts are used. Study guides

\ prepared for use with standard. texts usually include reading

sssxg'nments, ‘motivational materials, supplementary subject
information, self-check quizzes and assignments and some-
times "bound-in" examinations. These ingredients make it .

- a,home study eourse and nre the key to 1ts success.

.Au
RCIN

-

, R ) .



: //’\I‘a single moet popular audio v1eual ald ie eurel'y the ubiquitoue
.

< L:*‘

.
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A

The f,o us of the various articles in thls Handbook is the Instructmnal
Material’ oup ) speclficagly N the "how to" of producing the above listed
materials, ‘ o | o 1

. ‘ ‘ A% o . N - R
-~ . R o N R [ . S
- : . . .
- e
EN

ANCILLARY MATERIALS GROUP. e e
{‘oc.~ * . . St v

Supplementmg the texte ‘discussed above are e variety of medie and

' materials. The purpose of anclllery materlals are:

. == to break up the tedium of the prmted pages, end adding an

addmonal dlmenmon to the communication procese (e. g. ’ eucho),‘

: e to provade the lea::;ner Wlth a chance to apply ‘hls new foundc -

NN

- skill or knowledge; = = = e e ‘?ﬁ:;;& ;

R I o . . . . . S e

e to aid in the two-way communlc.ation betwoen sc!}ool and
student x ~ »

. .

cassette tape. ‘ N S ‘ s o

The ma)or typee of media mclude, » ~ o ‘
v R : .
Knte to be assembled with all the necessary tools and equip- °
ment, are frequently combined with text materials to enhance
‘ the effectiveness of correepondence instruetlon. These cover ~
awide gamut as t llowing list :lndxcetew R

o Teievieion end radio set kits, electronic test
T lequipment aeeembly kits, . and even-an electronic
laboratory for radio; television and electronics .
students; tool kits. for mechanics and camera re- -
* «pairmen; compressor components for refrigeration
. gervicemen; upright and. hand action models for a
piano tunex, two-tone circuit-for an electronic

‘organ-repairman;—a-second-hend-typewriter-fora - .

- repairman; a drafting board and instruments for RN
‘a drafting student; locks, key blanks, tools, and"
a key»meking machine for a student lockemith
*”%&nd precious stones for a gemologlst.

N

K
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. Integranon with the text, asemm\ents and. examinatlons is o -
the key\};ere " Effectively msed\,\}suoh materlals are invaluable .
- adjunctsto the course. SN

. o N . .
AN . ) NN R A NN u RN . ! Lo W
-t N i\

T e Recordmgs are used most effectwely -- \together Wlth texts --

“v.. <. . "in such coursés as broadcasting and lgsnguage Most record-
. \ ings today are done on inexpensive cassette tapes' small,

© . light weight, mailable. They ate excellez{t audio supplements for

RN - just about any oourse. R ‘ ‘\\\\‘ ;

R

. Tape’ recorders With the develooment of oesse&es, tapes :
" have become more practical than before for home s&xdy Mass
Lo produetlon has brought this item within the economic range of
"y many schools, Tapes are used for two-way student-school .
.- communication, 'such as in a. ‘broadcasting course, snd fpr "
‘ " instructor critiques of student work. Some college le‘)el ¥,
courses utilize recordings of lectures by professors. o \\

. \\ .r:
Y

ﬁk .
SO Pl‘O]ectOI‘S and color slldes see some use in home study courses.
"¢l .. The costof producing the "séftware™ is largely groMbltive, not -
. 1o menﬁon the costs of shlpping and handhng N \:,;ix‘.

- . \‘S\:\
N . - a R ‘\ N
a . . . . o “\» \

THE INSTRUCTIONAL SERVICES GRoUr N ﬁ}

A br:ef ment:on of a few: of the components of. this group should en- * .
hghten the’ reader: \ : -

]
”. 3

-- Examinanon serv1oes g'radmg of papers *

>

- WAT?‘ine instrucnon respondmg to student quenes

- Admmlstranve serv:lces job assistence. notlfymg employers

o -- Remedial instruct;ion, ~end supply additzonal mformation

L)

i :-Shipping‘"md»reeeivmg-eourseésxeteriels .

¢ --- Other speclalized studgn*t services. |
These are but a few of the tasks which eompr:lse the total home study

experience. These tasks and services commence after the student has

enrolled The nature of these oomponents puts them outside the scope

~

'y
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- light on‘just what a course is-or should be. But while this Handbook is ’

.«
f

, k3 |
BN ) o - ¢
. ) . . i ) ) T

of this Handbook. They are, however integral parts of the desig'n and
o development of any good eorrespondenee course. -

,"
-
-

-

" Knowing the names of all the parts will not make you an expert in - :
course design. LooKing at actual course materta.ls -- which are readily
obtainable -- is a critical step. The other articles in this Handbook
illustrate many of the components discussed above and shed additional

“a good -start, there is no substitute for actually setting about the task
“of preparing a course. . . where necesslty for hetion generates a great
deal of practmal understandmg in a very short time'
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ASSIGNMENT A part of orgamzed materrei to»be etudied and performed N

. . ' APPENDIXA" - . .
Glossary.of Seleeted ~Home Stnd_y Terms

C e ‘ e AR )

N \2,,

. k.ANSWER SHEET (RESPONSE FORM): A form on which a student recorde

* responses to examination or test questions. Answer sheets are
submitted to the school for gredmg, evaluation, and comment and
then returned to the etudent R

" by the student, according to required techmqnee and princ:xples, ;
- specific task to be ‘performed by the student and su'bmltted to the
. school for eveluanon énd comment » -

A ((‘

B ASSIGNMENT SHEET A wntten supplement telhng studente what meterial

- to study and in what order to study, as well as how and when to snb-
_mit examinations or projects for evzanlue’aon,~ T

\ COMBINATION COURSE A course consisting ofa hOme study portlon

. and a residence: portion. Normally, the home study pOrtlon pre-
- . cedesthe residence portion. Residence training is offered to pro-
- vide ‘students metrnction on the use of gpecialized equipment,
"learning of manual skills or the application of certain techmques )
under eupervieion (e g tractor treller drlv:mg) ~

COMPLET!ON RATE (RAW COMPLETION RATE):. The ratio of assa.gn-7 a

" ‘ments completed to the total number of assignments contracted for ~
© in'a fixed sampr matriculated studente (note not the same as
- graduation :rate) : .

COURSE A planned sequence of educetionel actwity R leadmg to the

acquisition of a skill or body of knowledge usuelly over a pre--
determined period of time. \

DIRECTOR OF EDUCATION The person in a home etudy eohool orgenize-

: 4O respenelble—for-plennmg—and -organizing-courses;- —eeleetmg%

-,

24 -

x

P

preparing and editing instructional texts and study guides; super-
v vising instructional services andsstaff; condycting educational

reeearch, and performing other educetionel teeks as may be eeeigned' ‘

EDUCATIQNAL RECORDS: Reoorde and files maintained by a eehool for x
each student's educational activity, which include a student's name,



. Appendix A cont'd. o : N e L Tae

¥
A ]

‘address, basie edueatlon, date of enrollment, course grades.
o ‘ > current academic achievement enrollment agreements and other
"\‘ .- i ‘ R *® data i [ L e o N A Y] .

»

~ N ) . . .

. ENCOURAGEMBNT PROGRAM (MOTIVATIONAL PROGRAM) Materials .
e \ and procedures used by home’ study schools to motivate students . .
o ‘ -~ to start a course ot‘ study, continue in the course and g'raduate ‘ ‘
EXAMINATION (TEST ACHIEVEMENT TEST) ’I‘hat part of an assign- R
<. ©  ment submitted for examination service, and de signed to facilitate =~
‘ learmng and to measure achievement. 'Examinations may mclude
. essay, true-false, ‘completion and multtple-ohoice items, case o ‘
o \ . 'studies, problems, or may consist of a finished product (artwork, = = , -
R U "v ' -project, article etc.) whioh th,?student submits to the-school. - -

| EXAMINATION SERVICE The oorrection and evaluatlon of an examina- “ | \-

. “tion, together with: any’ necessary motnratlon and oounseling, by, 0

" an instrnotor. t S R , St Lo

GRADUATE A person who has satisﬁed the prescrabed requirements .
. (e.g., assig‘nments or exammanons of an educational course or -
prog'ram) and has been awarded a certifioate or diploma affirmlng
t}us L : o .

“‘ ff i . éRADUATION RATE Perf/ entage of matr‘mula‘tedv sttidents in a fixed ©
. sample of a school's course who have satisfactorily oompleted all of
the prescmbed reqmrements of a gnren course or program

~HOME STUDY COURSE (PROGRAM TRAINING) An organized series -
_ of instructional units designed to aeeomplish definite objeetiVes by
the home study method. \

. .
- .

- HOME STUDY EDUCATION (CORRESPONDENCE EDUCATION, DISTANCE R

- ~-EDUCATION): ~-Bdueataon designed for students-who-live-at-a-dis~ - o e
. tange from the teaehi,ng institution. Ordinarily printed and/or. e ‘
‘recorded materials are sent by mail, providing the student with e
structured units of information, assignéd exercises for. praotice ‘ L .
' and examinations to measure achlevement, which in turn are sub- B
mitted. to the teaching institution for evaluation and oomment and
| subseq ent return to the student

® S X \rx‘




" Appendix A cont'd.

t
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“‘]

o .INSTRUCTIONAL MATERIALS Texts tapes, work kits, equipment,

* supplies, tools, and other materials used in a cour'se to fee:htate -
‘the education end?traming effered : ~»

oA
LN

N }NSTRUCTIONAL SBRVICE (LESSON SERVICE ASSIGMNT SERVICE)

The advice, counsel, g:uldence and instruction requested by a
student with an mstructmn-related problem and rendered by an
metruetor, - : ‘ \ 3

- INSTRUCTIONAL UNI'I‘ A section of & home study course usuelly con- .

‘sisting of an encouraging or motivating device, lesson materials
~and aselgnment, assignment or instruetmnel servme, exammation
- and exammatmn service. e

INSTRUCTOR Q‘UTOR TEACHE’R“ FACULTY) An indnwdual who, ‘

. qualified by .education, training and expenence, performs assign-
‘ment, examination and personal service. He may asgist in eourse

‘ research writing and related activities.

ay
»

_ KIT A eollectxon‘ ef predeminately »non-textual materials included. in -

a home study course to augment or enhance instruction. These
materials may eonsist of tools, equlpment mstrumenta aud10~

* visual aids, eomponents aeeeseories and 80 forth, T

. I}IDN-START RATE Pereentage of enrelled and reglstered students in “

-a fixed 'sample of a school's course or courses who did not submit.
any required examination. or lesson assignment for grading or
servicing. Non-starts: students who are disenrolled in a course
_after registration, after the applicable cooling-off period but Qri
'to submission of.their first required asmgnment ‘

OBJECTIVE EDUCATIONAL A statement of what an edueatlonal pro-
‘gram can do for reasonably diligent students. For home study '

- pondence study method, and provide a description of skills to be

- acquired, information to be learned, training to be received, and

: ettitudes and hablts to be e,hanged or developed
P

REVISION FILE: A Jfile containing suggested eourse revisions to update

- N

instructional materidl, correct errors, improve ‘quality of instruction,

N > .
. a2 S . B
L N N > .
N - s N . - N “'\
N T . A AL G A e ——— R s e e s . 9
N v N : A
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-_courses., objectives_are goals-or.aims attainable through-the corres- -
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' * Appendix A cont'd.

4

, cia‘rify‘ip.assaag‘es’that‘may}-coﬁfuéd siudenis, -and'éo i’orth‘

R - include directions on how-to-study, suggested readings, research , \
topicsn, 'self-check tests, problems and atudy projects, all of which e,

VUSSR 1)

e,

STUDY GUIDE (TRAINING GUIDE INSTRUCTIONAL GUIDE) A wmtten

supplement to course materials designed to'facilitate study. It may

+ D . . -
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Bnrbllment Size

H‘raining

* (Total: Acti,ve .

Students)"

: Leag than 200
§72n1-soo ‘
;“501 1 000
©1,001-2,500
2,501-4,000
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COMPONENTS OF A MYTHICAL HOME STUDY COURSE IN "GOURMET

s
T - ow

&
~

A Instruchonal Matemals Group
N 10 leseens averagmg 12 pages each
.2, 10 wrltten exammatmns averagmg 20 questions each

.‘ 3 - 20 selfr-check ~qulz_zes,. Rue,stmns eeeh e

"4, - 10 et‘homeprojeets e .\
5. Smeiled in pro;eete S o )

6. - Signatures from 3 mdw;nduale unrelated to student,

"~ attesting Jﬁat a gourmet meal (of student's choice) had
been served.  Menu and dinner g‘ueet's commente must >
accompany sxgnatures. ‘ ‘ o -

T . . N A ﬁ:

4

B. Edueanonal Services (S'mcn.:u)~ T

<

l 10 reques{ fer help/teehnieal inquiry forms (pre-printed)

2. 20 pre;leddressed envelopee - i Lo

3. Fmal examinatmn package N S )

4. WATS line telephone card L.
‘ 3. - | Starter leseon kit: pen, \menu eaifg ,\‘envvelope_.e ete. .-
C. Aneillary Materlals Grogp_ N R

S L ) Premium to enrolL Cookbook S
2, Stimulus to return leeson one: Apron with School logo
; v ' - e o R L N
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Introduction to Article R
Gwmg students a good tmtml zmpresszon via qual ily course material
N
18 critical to r‘educmg non-gtarts and enhancmg course completion rates.
Mr. Frenzel, a proponent of the htgh quality, low cost, short home study
: course, offers invaluable gmdance on how. to go about plnnning for a
RN modern home study course. . _ i ; S
He argues persuaswely that home study courses, like modern ﬂct on
thnllers should ha've a "can "t put it down" quality - \ )
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Whenever educational directors get together to discuss the develop- N |
~~ ment of home study courses, inevitably the talk turns‘to completion. . = =
rates’end non-stqrts. Thisusually leads to a discussioh of the first ‘ |

lesson in.the course. The firast lesson is always critical gince it is t‘bej - N o

- first material that tf® student sees. It typically introduces the course =~ -

- and sets the tone for future study, This lesson is also crucial because: T

the school wants the student to get started. For thatreason, the first \ - g

- L lesson is quite special. Typically, it is shorter, gimpler, ‘mfgi\more o . 1

Y- o interesting in order to entice the student into studying it and submitting * . o %;*?
. hisfirst exam. . e o

h . vy
!

- . . . .
I AN . AN N . .

: While there is-a lot to be said for attempting'to get the student's first -« -
* lesson .as soon as possible, it creates theywrong attitude in developing
the entire course. Why-focus the attention on just the first lesson or
first few lessons and néglect the others?, Aren't all the lessons in the '
. course just as'important? . If such techniques work' so well for the first o
o léason; then why can't they be applied across the board to all other les- - *

A
. & .
’-{:'l i

AR .
RN

Y .

x\»gons ? I personally object to the. concept of developing just a good first -

"\ lesson. _The overall goal should be to develop a totally good course. e
T ‘Wi@@ such an approach, you should not only obtain the student's first . S
-, -lesaon quickly, but you should also help to inotivatp the student to study . L

‘ nnghe;‘;;gmghﬁng—lesaons-g -Thus-the-result-should-bea reduction inthe o A

- non-start rate and a significant ipcrease in graduation rate. P RIS &

.~.: The P“rmﬂﬂwthSuﬂcle is to show hov\v:tﬁefta‘éhni‘quég of creating - - - R

N . & highly interesting and motivational first lesson can be applied to the |
* entire course. - A secopdary .purpose is to point out that there are .
S R, N . . - 37
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The standard wratten home study lesson wﬂl always be a. viable way
of teachmg But there are many good reasons for considering all of -
the other. alternatives available. I would like to discuss some new ap- ?
_proachea to develop:mg ‘not only a good fzrst lesson ‘but a good com- .

nuvmw OF BASIC CONCEPTS .

*

\ many alternatlves in deveIOping the t‘u‘st lesson, Educauonal dlrectors
have many aptions to choose from today in preparing new courses or
-when updating existing courses. Speclfically you should not limit .
your thinking to standard written home ‘study textbooks, you should

© * .consider all:of the many useful and effectxve educatzonal techniques :
. available today . : .

A

i

-

Somehow it doesn‘t seem necessary to review most fundamentals of
£ developmg self instructional material for adults. Yet, when new courses
. or lessons are created, these basic concepts often get lost, It doesn't

hurt to bring them up agam and again so that we remember how ex-

tremely important they ‘are. The most 1mportant concepts are outlined

- ‘ w ;
. . a
“

: Involvement -= The best way to get a student to start .

‘ " plete course.
‘\ E - below:.

and complete a home study course is to get him in~
volved . lnvolvement means a lot more than havmg

-him read 500 pages of text material. So iany home. -
study courses say to the student, although indirectly,
"if you read these 20 textbooks you will be a good TV

. repair man, etc." While I have to admit that reading. -
is lnvolvement it i8 not the type of involvement that

students necessarily want or need. So many home .
study students take courses to learn new skills and

. techmques. Most courses are teehnical and skill ori—

‘ented. This ineans the student wants to learn how to

_repair electronic equipment, take photog'raphs work
‘with locks, or navigate a small boat. All of these are:
_.typically equipment.-related skills., This is what the

student wants to do, work with the equ:;fment, not

read about it. While it is not always possible to create . ‘

the type of involvement required to teach the gkills

students want, other types of involvement can often°

-

’ il S
20
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| . » “be subfstit;uted‘. ..Such involvement can be a‘ssc;ciatedf \
~ .. 7+ .with'the techniquéé and medi‘a of teaching.
2. Mouvatlon -—A student wﬂl never beg'm to-complete
‘ a home study course-unless he is motivgted* Typ-
1cally home study students are already motivated

" simply because they had enough inferest and initiative

. to enroll in the first place. Adult students are moti-
"+ vatedbya genuine need or deglre to learn. With
" " this built in motivation to work,. getting a student
to start and continue a course should not be a prob- -
. lem. Yetitis. In'my own experience, it is the -
_ . ‘ materials and procedures of the school that demoti- .
S e .. ivate the'student. You should take a hard look at ypur
B ~ own materials’ and procedures to see that they are not"
o ‘ demotivational . Are they too complex? Are they pa-
e ‘tronizing? Are the materials pertment and of the
‘ highest quality?  ,» . o T .

A T Sub]éct Matt‘er~ -- Moé.t stﬁdents én:roll foz; a home
study courge because they are interested in some.
. _particular subj ect. - Your course happens to- cover

that subject. If the student is g'omg to start and com;

plete the course, then’ you must give him what he

, : wants or needs. This means going-all the way back °
oo ‘to the beginning and doing your homework in terms

of market research. Just what does the student of
today want and need" What does he expect in terms
of content and delivery? -Is your present course

‘material and delivery in keeping with what the- student o

I - > requiresand is looking for? If the course material
L " is not entirely pertinent or is out of date, the student
will nnmediately be frustrated. Most studenta come to

" a horhe study course knowing at least something about

. the subject in _question. " Students can qmckly detect
unpertinent or out of date material, The material ‘
ghould also be of- practical value. There is nothing

more boring than attemptmg to read a textbook of

theoretical ideas. Practlcal material is much more
; mterestmg and useful, Most home study students
- want practical end results and things they can apply
immediately on the job. Otherwise you will lgse them
" quickly." One of the best ways to achieve this theory-

B ‘fn



“TECHNIQUES FOR CREATING MODERN cooasr:s' +

| ‘iofprectice transition is to create 1earnih.g materials

\ r‘ f ‘ that challenge the student ft‘o ep"ply what he hae. learned;
4 Que‘hg‘“ If you send your student a stack of mimeo- . <

graphed pages stapled togetheNor his first leeson, o ~ ;
 he is certain to be demotivated. Leermng materials  , . - ' .
" must be of the highest quality to attract and hold the . RS
- student. Most individuals are used to high quality R T
- and high impact medla. Even the lowest priced of maga-
' zines feature slick paper and. -glossy mult:“color -
lustrations, School textbooks that most student re- .
L member are of colorful, high graphic design. If the
- - student gets cheap, low grade materials, don't ex-
- -pect him to start or to finish

\5. ; e:nﬁ ~= Keep it short There is nothmg more de- '
'\, motivational to a student than realizing that he has =~ -
\ to read 150 lesson books and build 57 kits, Is all this =
really neceesarx" ‘Can't the course be made shorter?
- Anything that you. d‘o to reduce ﬁze student's study .
time while not o rning effectiveness
will help to get him stgrted faster and finished sooner. = '
Most people want to'have the knowledge "right now J‘ o
.« No one wantsto spend 3 or- 4 years of study. . And’in- ' .
. most cases, itisn't necessary. By eliminatingun- == e
necessary lessons and keeping the rémining lesgong—~ ‘ "
short and to the point, you not only will get more » » L
. students to finish sooner, but also you willreduce =~ = - . ¢
. your costs and perhaps course prices There is a lot ' e
‘ to be sexd for brev1ty ~ :

>

K

How do you creete a h1gh impact motivafxonal and involvement oriented o
home study course" _Just how does'a echool create a program “thet the I

student can hterally not wait to start, cannot put down and Thates to Bee M °
_.come fo the end?--Isn't-that exeetly—the goal we-are- try&ing»to«echieve-‘* e
" Here are some techniques for puttmg life into home study coureea* o -
1 Oblectmes -= The coﬁ%pt of writing course ob;ec!ivea
and then creating the lessons, kits and.other mateniele to ‘
ac}ueve these objectivee is not new. Most big courses - LT
- . "\ ‘ . . " \ . ‘ S; \ N ‘
: v "f]..' ol St
[N ° N v N L™ K ‘ N b

e,



simply Bﬁempt to cover as much \material' as ‘poséible '
and hope to include all student needs. Sometimes the
. result is that the student knows the subject well but stﬂl

=" .« _ cannot accomplish the original intent of the programs. ‘ »
) " For example, I have seen letters from students and’ graduates -
- ‘of one popular well-known TV servicing course that -

state in effect, "I have completed your-course and made
an A+ on all lessons and kits, but I still do not know .
how to fix TV sets."" Is this happening to your students" o \‘*’*{‘
Jt-is worth finding out. And, if it is, then you can: put ‘
the blame on lack of clear-cut ob;ectives. In the de-

- velopment of & TV course the objective should be stated

- something like this: "When the student completes this

- course he will be able to troubleshoot service, repair
. and maintain modern TV recewers " Then the learn- = -
ing Materials can be devel‘oped to achieve this object- =

~ ive. Only the subject matter and skill needed to attain' i
~ the &bjective need be included. The result is a very N

; effectwe and efficient course. :

The "ob)ecnves" approach should also'be extended . .
. to the lesson and kit level. And, all objectives - =~ =
& ~ course, lesson, kit -- should be clearly. presented o
el - to the student in the course. ‘He wants fo know what

: r‘/\ e - he is going to learn or what he will be able todo., In

N - - faet, these objectlves should even be stated inads
: * and catalogs. You will be surprised at the difference o D

- between this approsch and the old brute force aut]:ine oo e

. ‘spproach. - o,

!(, ' 2. . Written Lessons - The wrxtté#n lesson is still one of -
. - the most effective and inexpensive ways of teaching
by home study. ‘Many schools prefer it, and of course
. it is still a viable approach. A large percentage,of
course materials in any home study course wil] be A
" «printed, Jbut there are go'many:other alternatives. In
addition, a lot can be done tb make the printed material

C e
“w

s

e - -more-interesting-and-effective: - Here“are-a fewtech-“mw-“»m* =
. niques-that should be consldered ‘ : |

Ay

- a. B Graghics - Regardless of the sub;ect,
- you should .,attempt to use as.many photds,
drawings, graphs and other visual infor-

»
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- ‘tant. As trite as it sounds, a picture is

_° -down on the number of writteh words'used

o : ) . B
- N N

mation as possible.. Color is also impor-
still worth a thousand words. It can cut
to convey information, ‘A5 a generalrule, . = .

you should have just as many pages of = T
drawings, illustrations and photos'asyou - - SRR

. do written materjal, " A 50-50 split gives - o o ;

- s N -

' .anear ldealteaching combmatipn. | ST

Packamg ~= Packaging refers to how the

pri.nted material is put tog‘etheri It,can

" be stapled sheets of paper, boungften- o o
- books or looseleaf binders. Whenaper- - . . .
son thinks of a course he typically thinks =~ N
m terms of loaseleaf binders instead of S e
textbooks or stapled sheets, If he pays ‘ :

~* hundreds or even thousands of dollars for -. - L
- a course, he expects quallty If for that ‘

money he receives simply a box of books,
he is immediately demotivated Although °
it costs a little more to package tcourses
to look like coursés,. the end result is

R _worth it. Do nothesitate to spend what e )‘

is necessary to package cvouraes in attracs S,

tive multi-color binders with tab dividers, - - . j ©
pockets and other colorful and attractiva ST PO
accessories. . - ‘ o

Wﬁtten Téchniques -- So\much ha ali s L
. ready-been written about 10W to write. - . ‘
" that it doesn't seem necessary to repeat . -

“it here. You should alwaypg'look at read-' : o
. ing level, simplicity, style\ and brevity., . . o

. Howevet, there are two othgr .important - B
points thahhould be considered. First,
any course writer should atlall times keep -

— - IR - wmkonwﬁyng uppermost inhis mind.Heis “‘““““‘“‘”‘;‘ o -

- - diate instructor contact, and he is ex- S
- pected to learn the subject only from the S

writing - instructional material for students
- who are on their own. There is no imme-~

written Jesson. Make every attempt to o RN - e

L2
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write the lessons for self mstrhction R
Again it's something that we all know, *
but that idea must be transferred to the*

-author, Second, there is no reason why
we cannot-use the techniques’of fiction ..

writing to help make the. written material

more interestingx. Most_of us have read
novels that get us hooked quickly, keep ‘

" us reading. at’ a fast pace, and virtually

keep us on the edge of our; seats.” We -

. ?ve all read a book that'we simply cannot

ut.down. Why can't these same qualities.
. be included in a home study course lesson? - -
- Part of the answer li¢s in the fact that the
material being covered is often tootech-
‘nical and not as mtbreaﬁng. However, ‘
- the techniques can still be applied to help
“in this regard. Just recently, in reading
a novel by fiction writer Robert Ludlum,
. it occured to me that the  techniques used "
" ip his books give them the "can't-put-it- -
~down" quality ‘which could be applied to ‘
\ many home study lessons. Ludlum has a -
. partlcnlar knack of ending a chapter. r:lght
ata crucial point that leaves: you with
_.many questions in your mind and enun- -
.- satisfied feeling. This makes you imme-
.diately Jump to the next apter to "see
-*what happens." ‘I this uality can be |
built into home study materials, think
. of how easy it would be to get a student
to complete a course‘ :
‘ Currencx - Any new written home study
. ipaterial must be up to date. "It must dis~
cuss.the latest components, techniques
" and equipment. Photos and’drawings
* should not be dated .- Most people can

This means you should make every N

attempt to keep your subject matter as
- recent:as possible. . This is aspec,xally\ BEEER
‘trua oftha first few lessons Jf nothing e

l N N N B
;i l;

7 e
S
<

\»r~?~—~s~fquickly—identifyx‘out—ef-&ate—material g R :
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else. I f": ‘

— e, Proggammed Inst;ructmn - Programmed

. instructibn is curranﬂ:f}t;of fashion in

* one has really used it sfffcessfully. De-
- gpite this, it is still an extremely effective
S * and Interesting way to teach a subject.
RN \/ . The format breaks the material to be .

learned into small segments. ' In addition,

it is also graphically interesting. This
type. of material forces involvement and
" because of lts sequential nature causes
~ an individual to-go througtr a large block
¢ of materlal very quickly. It fs hard to ~
stop in the middle of a P.I. sequence. _
" Programmed‘instryction is widely used.in"
~“industry and.the military. And there {8
: ' & new surge of interest in it since com-.
> puter technblog'y is now such that com-
puter aided instruction (CAI)" can be
. implemented at a very MCost Even _
* . though you may have tried programmed
instruction before and- given it up as a
. lost cause, it's.time to reconsider it as
.. an e!fec@ve home study learning tool

) " Alternative. Media .- Why does the first lesson in the
- - home study. courss,have t be a written lesson? The
) answer ‘of course is that it doesn't have to be, There

-are many other ways to "dispense" education. The

written word is only one. I amreferring here to the - .

fact that there are many audio/visual techniques for
teaching‘ For example, why can't your first lesson

. be an audio cassette tape? The audio cassette could .’

be further enhanced with printed visuals or filmstripé.
Low cost filmstrip viewers and projectors are readily

~ -available and would riot significantly increase the
“‘*cuat“of B COUrsg’ “‘-'!n “most-cases, & filmstrip i‘s*]esa‘ex*
pensive than aquivalent printed material

Young adults today who are the prime cax,ldldates to~

" become home study school students have been broaght

- home study. It does not ajgear that.any-




. i

. gup on ‘ernative media. . As children they were ex-
Co .~ .~ . posed to many hours of TV.viewing. In ‘school they
.~ . . learned by films, audio/visual techmques laboratory
. .work, field trlps lang'uagq labs and lectures. While *
all studemts do some reading, they certainly -do not
oL . . doas'much today as they once did. Many’ youngsters
I leave high gchool and even college with.the inability .
* S . to read and understand properly. These gtudents
‘ bring these tralts to a home study course. They ex-
pe‘cf»td be taught by media other than reading. They .-

. don't know how to read effectively. Even more 1mpor~» :

; * tantly, they don't want to read! For that reason, the
« - modern home study. course is'much more effective if it
v . -7 T uses the type of media that students are Iamiliar and
R ! comfortable. mth 'In many cases, the use of audio/
R S - ~visual techmques makes learmng easy and Dainless.
U L At the same time it is also quite an effective.alternative
A o reading In fact, all home study courses should

- expensive and no more difficult to devglop than printed
. .{#  materials. You can make the comparison yoursei'f‘ .

'Even if it were more difficult’ and more expensive {\he A |

. effort-would 'be worth it. The modern home study"" o

e~ .. . student does'not want to read; he wants to listen, sep
- R " and dd. Naturally, any A/V course should be supplb~
e ' mented with'a printed workbook of practice problem?‘ \
v ‘review questions, self-test quizzes and projects to re- *

view and refnforce the A/V material. This is not only"
; an efféctive teaching approach but also a major mar-
T - ketmg tool and beneflt..

4. «R:ts and Eqmpment -~ Since fnost home study courses

- relate to technical subjects and skills, it is highly de-

- ~ “sirable to include as much equipment_ as possible with

o (\J a course. Students want to get personélly involved

with the hardware. Electronics, for example, is truly.
‘ . . a hardware»oriented subject. Engineers and techni- .
Lo * . cians work with hardware; they either design it, in-
e gtall it repainmomégéuuait _They da not just simply
‘ - * " ‘read about it. The only way to learn electronics ef-
fectively is to get your hands. on the actual compon-
. _ ents and equipment used. This is true for virtually
“any technical subject. It is absolutely essential that

-

- use some type of audio/visual materials. It is no more

\y

NN

45

&

Toods



| e T early in the course as possible‘ ‘Most schools still

-n—f

.
>
at . N
-
Y
.
?
.
L
R A
-a”*" h .
”
>
~ .
.
w
e
‘GL
»
*

e e 1 e

- .. equipment should be given at the very end of the pro-

N
P *‘r‘-\"“f
e ¥ .

3
2

. .home study students receive this type of trammg B
+ is extremely motivational and it gives the student the N
type of practical experience that they need to translate .
theoretical information into some practical end result ‘
JLet them apply with the hardware what they learn 'in
. the A/V or printed ‘lesson materials. Another.impor- .
~-' tant point is that the equapment should be given as - %

. take the approach that any large expensive piece of

. -gram.. The theory is that this equipment will motlvate o
the ‘student to finish the. course. Strangely enough

this is not so. Most people today want instant gratif1~ ‘ o

- cation. If they sign ap for a long course and invest -
X ig alot of money they want what they pald for as soon as
" possible. If you want the student to submit.his first

lesson, and get involwed with the course quickly, give
“him equipment "up front.” There are paymerit tech~
niques. that will allow you to do this and receive the
. benefits of the motivtion that the equipment creates,
but at the same time, /minimizing the risk of problems
~ of student canceuations and refunds. Gwmg the .
Py eqmpment "up front" typlcally offsets these problems

N

- Multl-Medla - Why not use all or most of the tech-

' -+ niques in one course? They remforce one another
and keep the student h0ppmg from one thing to another.
Most people's attention. span is short Don't-overrun -

e it. To do so is a "turn-off." By using a variety of e

media, properly sequenced ‘you create a sense of move~ -
ment, accomplishment, and s\uceess rather than drudgery
. end beredom‘ B

GON'cLUs.ibN |

9!*

. PN

"finl‘a‘ht : e ‘“ﬁ”“‘“‘ T‘““" “"‘i‘“‘“‘ TUmEmmEA AT e ‘ k N = ‘ ) ;" f‘“””“‘»ﬁ' . )

Many of the artleles in thls gandbook will tell you how you can apply
“the principles of text design end develepment we haveArscussed here.
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Mary McKeown spenks from nearly four decades qf home study ex-.
R perience:workmg with course authors. In this ar'ucle she explains

the talents one.looks for in an author, establishing ground rules, and

how to supervzse auihors. A sample author’s contract is dtsplayed -
- Selecting course authors is one of the most tmportant decwions an

Educational Directpn. rhakes. ‘ e e ‘
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L Authors

Supervzsmb C ours e‘

E)
W™

“Mary McKeown

“The selection of an entnor or euthors for a liome study cour‘se‘i‘s o‘ne'v
of the most important decisions that an educational director makes.

* it not an easy task. It is a task that. requires great care. Well written |

courses can’ make the difference between ‘success and tailure for a' _
school . ‘ R S Lo (

b

al

| WHAT DO 'YOU LOOK FOR" A

“ What charecteristice and ebilities do you loolrfor in eelecting 'y wr.iter" R

) First, yoy should look for someone with expertise in the subject matter,

a person with an up»to-dete knowledge of the ﬁeld Secondly, you want

- someone who can write in the "home study manner," "who can transmit.

‘knoyledge to students. You want someone who writes for his readers .
rather than for his peers. Thirdly, you should seek the writer who has

. .-abroad understanding of the field of home study and the special needs

of home study students. Fourth you look for one who can organize

written material in such a way as to lead students step-by-step through
_ the course. Finally, you should select writers who\have the ability to .

complete the menueeript on time! -

“How: do you selact a writer who hae all the qualities outlined above? ‘

P8
F

D 9

“Home study eo’hools that have a large staff gf department heads and in-
8tructore have a peady pool of talent. The educational directors of such

- schools are partioularly fortunate in thet they are aware of the potentiel \
‘writer's educational background, writing skills and organizational abil-

ity. A writer. selected from the staff can be expected to know the format

L ; o 4

61



Wy - ) e

i
> WX

‘ o the school uses, is aware of the capebilitles of the students, end is al‘ \
reedy femllier w:th the principles of teaching by correspondence

C 5
rd

\

O However even in a large school there are times when it may be ed-‘ : !
 w yisable to go outside the organization to get a suitable author. Noone
o on the current staff may be qualified, or the persons who are qualified ~
,may be busy on other projects. Therefore to meet time’ constraints the
- educatlonal director will have to go outside the oréanization ‘The de-
" -cision as to "inside or outside" authorship ‘depends upon the circum- -
stances (time budget staff competence ete, )

™
WA
.

‘QWHEREDO‘Y()U‘FIND*T‘HEM"‘ A S R

R

. Where do you get good writers? You have many sources. lf the

course you.are planning is an acedermc one, for example, United States S
History for a high school program, you can ‘contact the/history depart-
ment of colleges, universities’ or high schools in your area for possible .
authors. (Itis usually easier, less costly, and less time consuming to
engage people who are close by -- efpecially if you are working with
.more than one author). However, since the educational director is ex-
perienced in home study. methodology, he should not be afraid to. wbrk
with an aspiring author in any part of the country if that author proves

to have the qualifications destred ‘Ifan author‘s particularly outstandmg
‘(and the fee reasonable), it is worth the extra effort to work with au- -
thors located. at some. d:stance from the school ‘ ‘

ol

R - If the course is vocatlonal you can contact the approprlate depart-
B  ments of vqecational schools at secondary and postsecondery levels. In-
, “dustry, too, is a good source for writers. Those currently employed in
industry have practlcal experience and know the latest developments in
L . their ﬁelds, You can advertise in trade and techmcal journals. Keep
T . your eyes open.. It you come across an article in e‘techmcel journal that
- is written in a style that will be understood by’ the type of student you ‘
expect to enroll in your program, contact the author. Perhape ‘you can

hire hlm to wmte a course for you. -
. . .

- .

f.f_._l.m__..wmw_.m e “MAB.LTTPLE“ AUTH.GRS.HTP“»»N.» - :\ . - .,__t..»,:,‘;e__»,.\,e s g : ‘ ‘ £ ‘ e ‘

: .f*‘

For some courses it mey advantegeoue to have more than one author.
This might be true in a course such as World History. Having several’
writers each of whom is a speciahet in the history gof a particular area




. Esmsmsumc A»WORKING‘RELATION‘SHIPJ

* writing teams ¢
~the other writ
. of labor should be the one that will produce the best course.

_the course. Wl}é are they? High School dropouts? High school grad-
' uates? College! graduates" Men? Women? Both? What age g'roup"

author undepstands the profile of the intenided student: audience, the
‘better eble }ne wﬂl be to write a course. that wﬂl suit that audience

L Discuss course content
' course. Be sure to let the author know what the extent of the course is .

“ years made their course aythor's manuals available to others. Find out

3

would add to the ecﬁolarship'velue of the course. o

The same would prove true of a course in law or taxes. Having more o
than one author can also speed up the writing. ‘Some people work better e
in.teams and are spurred. on by discussing the project with others. On
the othier hand, there can be disedvantages in that wrltiug styles, and
lesson tone may differ widely. This.can be-overcome by making one of ‘
the authors ‘responsible for reconciling the variance in styles orby = IR
having an experienced editor go over the material, : There is a saying‘ T

. in home study that every course needs to be reed and edited by a "cen*- ‘

=

tral mind" to 2gsure uniform tone, style and flow of material. Some ‘
ivide the work so that one writes the’ legsson material and

.the self-check and examination questions, The divigion .

>

N\

- Once you have ﬁelected an euthor you will need to have an orlentehon
session. The aufhor needs to knéw.about the’ students who will be tukmg

Income? Wha}/ are their reasons for taking the course? The more the

. a/,\”“

R}

Set up a hst of ‘behavioral objectives fo;r the

" to be. For example, first year Algebre would be beginning Algebra .
hrough the solution of quadratic equeuons. A -dourse-in repair of small
glectric motors would be limited to small electric motors. It would. not -
include gasoline motors. You do not want to have the course dupllcete
mat%rml in other courses you already have. Gordon Bennett's articlein = "

this Handbook is the best resource you heve on wnting good ob]ectwes o T

‘ Every home study school should have a manuel for course wrlters.
Several major National Hope ‘Study Council member schools have for

whxch schoole-heve a menuahmd aek for it -

[

‘The manual should g'ive the wrlter an idea of what is expected o

. should outline the format to be used, the length of learning units, types - / L :

of questxons to be used in exammations etc.‘ It should stress the differ-

:
o
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ences between clas\srccms and home study teachmg For example it
shculd stress the fact that the only educatlonal materials the home study

student can be expec{ted to have are thoge sent with the courhe. Home o

study courses must be self-contained. The writer has to ¢
Iearmng problems the, student may encounter and deslgn
overcome these problems. There will be no teacher: there to explain

' . convoluted “purple pasgages" in the course.or to reassure the disccur~

-

ag‘ed student or to supp imaterlal that has ’been cmltted

Once you have dcc:ldcd; upon an authcr y need to set the’ ground- )
rules Make sure that eacp of you knows who i responsmble for what.

‘Have a contract for any-authorship, whether it is done by a salaried em- B

- ployee or Qn the outside. "It shculd specify ‘whe is respcnslble for
supplymg pxctures charts,\and other 1llustratlons, how. and when man-
- uscript is to bge. submntted hcw and when the author is to be paid; and

. ‘under what conditions the contact can be cancelled, and, most 1mportant-

1y, the fimetable of when mate \1&13 are duc. (See Appendlx A. ) ;
The amcunt and basas fcr pa)nment will, of course, -depe upcn ‘thc‘

- school. It may. differ for vamouE courses within a saog depending.

“upon thé difficulty of getting quahﬁed authors, 0np educational director

recently said that his schobl paidiby the finished. page A public insti-

_tution paid $5,800 per lesson for 8 college course it developed. Others

. pay lump sums of anywhere from $1,500 to $10,000* per manuscript. In

. short, the budget of the schcol th difficulty of the course and the
credentials of-the author mﬂuenceet\:e remuneratlcn ot ‘

SUPERVISING Aurmciis S \.

N ]

> \ } \ » - N ’ ‘ ‘“"‘;

Now that you have the authcr pr:med to wrlte, ycu need to keep his
enthusmqm pgaked. Drop him a note or give him a cail from time to time.
.Set-up a "tickler file" to remind yourself of when to call the author. Keep °
in touch mth him. Maybe you will find a clipping from a newspaper or
magazme Yhzch relates to hlS pro;ect Send it'to him.

As soon as ycu get the first portmn of the manuscript read it and con-
" tact the author Feedback is as 1mportant to the author at this point as

¢

N

N

“itis to thc  student - whc "has Submltted his first examination. “You want

 to Jkeep-him cnthusmstlc abdut the prc)ect Get your evaluation to him

qu:ckly—"’Emphaszze the strcng‘ths of his presentatlon ‘Then make

suggestions for 1mprcv1ng sections you feel are weak. Be gentle but ;"

* firm, Scme authcrs are thin skinned and ccnmder their writmg an ex- .

N
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; tension of themselves. Criticize their writing and you criticize them. . L
Be as tactful as you can. However, keep in mind that you have to. have S
a product that meets the needs of the students and your school - - a

3 N

As you look over the flrst lesson ask yourself these questions*

. 1. Is 1t written at a level the student can understand"
" i . P N ) ' * ‘ N .
£ 2.0 I8 it eondeseendmg" Or, on the other hand, is it stﬂted e
. and heavy with jargon*’ o . -
. > . ) N ) ) ) ’ : \‘ i . ,
3 : R ls its development logxeal" Does it proceed from the | N
el . snnple to co;nplex" s \ ’
=~ “ R 4. Does it hold your interest? \If it doesn't hold yours 1t ‘ :‘ S
ST won‘t hold the students' o S ~
5. Does it give. the student practmal examples that he can
understand, rather than Just theory"
L, : -
oo 1 the readmg level is too htgh do not Just tell the writer t.hat the

readmg level is too hlgh Have your editors rewrite a sentence or para-
graph here and there at the level you think appropriate . In technical
. Subjects it. may be necessary to tell the author to define any technical
terms he uses . .If the author tends to be condescending ‘point it out to o
"him (in a non—condeseendmg way; of course). If, however, the author ..
<_»  tends to be 'intellectually overbearing point that out to him too (in a
! o non—overbearmg ]vay, of eourse) T
N 'I:he author who has not had experlenee in correspondenee education o
\ " ' may not realize the need for logical, s8quential steps in his presentation, f a
. Show him where such omiasions occur. Indicate where practical ex- S ‘
amples can be .given if he has overlooked them. Suggest ways he can
- spark students' ‘interest by his language and by relating his presentation ~
to the real world " t e L

‘oo‘Ncr.UsIoN; o o o \

- Educational dlrectors do not have an easy job. They are often caught ‘
between other school executives who expeet a.course to be ready for
= marketmg as soorras the idea for it is conceived, and procrsstlnating
who.. often have full-time )obs and think of their course wrmng

33
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S ~ as secondary You wul have to follow up thh the author to be sure he

A s meetind the timq schedule you have set, \ \ o
. I o= N NN . ‘2 a

v oL ' t ‘ § - ‘v.
v It is 1mportant to keep in, close touch wnh the writer meeting with:
e him from time to time or speaking with him on the phone if he is out-of-
" ~ town. Authors will differ in their work habits, .What mo!lvates one

. author may irritate another author. Most will stick close to the original

N v, - schedule, Others willsstart out with enthusiasm and, then reach a pla-- =+

.. teau. ‘A note or g telephone call will usually get thesé folks baek on the ‘
track. However, there are always the procrastmators. They usually -
say that they work' better under pressure. -Keep after them, Most of - ‘

. us do nét like to nag, but unfortunately nagging is often the only pressure
to whmh certain people respond’. In short, the secret of success in re-- . -

- motivating dehnquent authors is to practlce the art of makmg them feel
. \g'mlty :

Thus » at times you will have to be a teacher, adv:lsor psychologist and

" * ., evenan:ogre, but your goal --.an excellent home study course -- is well .
‘ - worth 1he effort you w:xll need to expend B FE .
) h¥ . X . \ R : \.~ e maas T e NN ._‘:“::s N St : ‘ . .
- . ‘ . \‘ ) . . N ~|~Ta ‘ . o j - ~~ :- . . K ‘ .
‘t‘»

> . R N .
S ) . N » ; . . B . N
. . oo
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. . APPENDIX A o -
: | STUDY GUIDE CONTRACT |
\ R B . | “ B ) . Agraement mde ﬂﬂl dl)'Of - ,. »'~ R
w19, between_ - . _of : | A hereinv-»

 after called the Author, and the American School of Correapondence of Chicago, Illinois

-

» . In conaidaranon Rf their mutual covenanta tha ~

o po.r_ties Agree: B
SRR - o The Author:

- —

- upon any copyright or right of litterary property, and with respect to allt : L
;‘vhe willholdthepubllsherharmleaa T IR ,‘ : N S
; | ' S T " 2. Hereby assigns and transters said oompoaition
" \ ancl any revisions thereof and all said rights to the publisher and its assigns, togather wlth the ex-
' clusive publication, sale gnd other righta thereof throughout the World forever, :regardless of
whether the Publiaher has the said compoaitmn copyrigbted "
N L e e ,ThePubllaheragrees‘ T \ S i o e
O “ ‘ ‘ s 3 to pay the Author the fixed flat and final sum
\ oili " : ~'\ _ upon acceptance. of Author’s copy material for the Study ‘Guide. | ‘

A
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S

. o 9 L e . 4. To give the Authovr - copies of. the printed
‘ Stgdyéuldé, fre:e of‘charée.' L L ?"‘f : -
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) 417 $OUTH DEARBORN STREET, QH!CAGO. H..LINOIS BOBOB
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:J\ :‘Q~Medioal/Denta1 Office Receptlonlst Programw~3
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l Your services as. author of the Study Gulde and any.lther services per-
~formed by you in oonnectioq Wlth the¢ course, w111 be preformed by -you as.

October 30 1979

EY

. Ploase accept‘thls letter as an agreement between you and LaSalle Exta531on
- University for" the preparation of a study Guide with six stqﬂy sessions to ac-
- company the Lextbook selected: -in the Medical OfflCe Procedures course in LaSalle s

-

an "employee for hire" of: LaSalle Extension University. Accondingly, it .
4is agreed that all contributions mad by you, developed by you and sub~

mitted to and accepted by LaSalle, shall be the sole and exclusive
. ty of LaSalle Extension Unlversity, which shall own all copyrights
.ever,~1nclud1ng oopyright in and to all such study se551on supplementary

materials ‘ o ; . .

<
IS L.

LA

. ‘ 3;;Informatlon -and guldance ooncerning!the Study Session design, organ;zatlon.‘
R anid content shall be supplied to you by curriculum staff members Marlene -

*

proper-
atso- .

iwh

1

- 2. The number of Study Se551ons to be suppl;ed by you to LaSalle is six (6)

.*

‘Chamberlain and Janice Trimble. Ms. Chamberlain shall be . your primary llai-

“son w;th LaSalle ‘on this progect,‘ e

ot 41‘The author guidelinas submltted herew;th Eorm a part of this aqreement
'~ by reference. MeMdifications in the’ guldelines must be-satisfactory to

~LaSalle and agreed to in wrlting.

5. It is. understood anﬁ agreed that all Study Session materials’ submltted by
" -~ you to LaSalle will be sub;ected to review and editorial IeV1510n by La-
Salle, and that any errors or departures from the. speczflcatlons provide
by LaSalle at the beginning of the progect will be polnted out by LaSalle

to you for rev;sions.

6“ Your total fee for the wrltlng of the Study Ses$1ons Wlll be payable to

-

&

v

L

- .

“you as follows upon completion and acceptance of the Study Sessions accord-

R ‘ing to the schedule below:

Payment upon acceptance of Study Se551on 1

. to be dellvered by November 17,,1978 : =
Je
|
: . Payment upon acceptanoe of Study Sessmoni 2- 3
e - to be dellvered by December 1, 1978 ‘
- 56 . B
:1,, : j T ‘.\,;:D . : ‘ “~~ R ’ : S'Q N

‘Aﬁvance payment upon s;gnlng of’oontraof ‘3*‘“\‘ié\

625000

. $25.00
-/ :

1.
{

|

1050.00 -

i

vt

N
\
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\ﬁ?/ N N enalty for fallure to dellver aeeeptable ‘ S B . o : Lo
NN manuscript on the scheduled datés shall result? Lol v .
N 1n a penalty of $100 per Study Sess;en - i~ . _{600.00) -

- . To;al Payment As Scheduled l f“"*“\‘~ ﬁjj ~:‘ ‘ $3400§00 ;
- : . - . . LS . N - ‘ N s R T ) _» ‘\;} ‘

\ 7 In the event that LaSalle thens;on Unlver51ty sées flt te cease worklng :
S relatlons with' you on this proaect, -you will be pald a\pro-rated fee. con- ~
R _ stitut1ng payment. in proportion of the total fee for ass;gnments cempleted
C L by you and submltted to and accepted by LaSalle. X Cs - : ‘

S R Withln the scnpe of thls agreement, you agree to be avallable for discus— R %

T - /% sion, with the curriculum staff -of LaSaIle, or with the staff of ‘the Market-~ ’ o

o ‘ 1ng Department Qr advertlsing agenc1es working with LaSalle concerning in- .- "

formaglen necessary §or premotaen ef the Medical Procedures course.u\»

e N S
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’ 9r You represent end warrant‘that you are free to' enter 1nto thls agreement,‘ ; o
N that all materials -delivered by you, shall ‘be original with you gr based ~ .. -
= on - the selected text, Nedlcal Office Proeedures, by Bredpw, yubfished by - ;}; :
CoL McGraw-Hlll,»and that such materials and the performance of your services I ¢
N ~‘ff~; e shall&not viblate any coggrightg patent, proprietary, personal or contrac- !
’ o ‘ -tual. rlght. “You' agree to hold harmless and - indemnify LaSalle against all
" .+ costs. and expenses “arising out ef any claim, whether or not merltorlous.
; I ‘that 'i's inconsistent wltﬁi or r; establlshed would eonstitute a breach of, g
. sl the foregolng warrantles..f* . . . -
——g"—- ’ S o l‘ D . MR " . ‘
. 10. You. agree that yeu will not, wlthout LaSalle' s‘prlor wrltten consent, pub- o f‘
oL . lish or permit the publication of’ ‘any mater1a1 written by you in whole or =~ ..~
R N ::’;EJRart that is derived from or coﬂpetitive to the materaals dellvered N
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‘ ‘ ‘ Sample course author's manuso:ript aubmisslon checklist -- used by
", authors to in sure complete submissions of materiala to school"‘ :
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-

Date~ BN R o T

ST OUT;.INE (brig. and carb ) o For BOF, - PLAN op ms:rkucnqn
__ FRONT MATTER (orig. and carb,) - ANNOTATED,STS .

4

Manuscript Title Page S : S T

Ty

" Inside Cower- Page e o B IR .  €
Preface; T, - R T - o L f’a==%f“

IR Table of Contents e R . -

S o . . REFERENCE MATTER __ COPYRIGHT RELEASES
(orig. and carb ) (orig. and carb - (for quotations’

_____ No. of : . Bibliography o . and other borrgwed
Chapters ~ Glossary S material) s" ‘

Suppleméntary - -“FOR OFFICIAL UEE

N S o o - - Haterial IR © . ONLY"
L e ‘ \ | ? ‘ v

' CHAPTER REVIEW EXERCISES (cm»:) ITEMS/ANSHERS (orig. and carb )
.i;\ (No gglicable for B OF)

R vm,uun REVIEW EXERCISE (vnsa nmroox. (orig. and carb ) e )

RN . ;; ‘ VRE Item Plan
g° . Title Page r
: L Items o

R . 'MAG ‘Cards . ‘~.\~ ‘ - . SN S R

. o musrmnons ‘(2 sets, one may be "faxed "y O R
f:\.i _ No, of Figures f,____*TOtﬂl for Text Total for BOF Answers,
" ' No. of Foldouts . =~ . . o ~ CREs, and VREs (if-

‘No. of Charts ..~ = . other than text figures)

. No. of Tables ‘ . ‘
SN Copy for Legends~ Figs. ——.> FOB__ - Eharts , Tables

o HAVE ALL, romas TOs, MANUALS REGs, mmu.ms, ETC. , BEEN CHECKED FOR
T CURRENCY? .  f e s - .y

Lo : ~ @ - L o ..
s A LI, /(“S\‘ S - . Course-Author - T
) ‘ “Supervisor .

'l

. Courtesy of U.S . Air'Foz;ée Exténsiqn Course Institute
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Mr. Bennett eacplains
t what good mstruction‘ﬁl ob;ectives are and shews how to prepare
them. ; :

*

{
‘ While resident courses may- lzmp along and even succeed wtth
poorly co’n\structed abjectives Mr.. Bennett argues that for- home .

study "good objectives are vital, for good instruction is. imposszble
~ without ;hem " He also ‘observes that writing good objectives "can
be one of the most frustruting jobs in the world." This article takes

the mystery ?S'ut of thts critically needed sklll in eorrespondence instrue-

tion.. -

. - N X
*




. COURSE OBJECTIVES\HOW TO DEVELOP THEM

SENEE Wrmn |
0bj£’CllV€S~"

o Gordon C.."B.é\njne‘t‘tf

<)

~i

. In resldent instruction good objcctives makc good instruction c:x-‘ -

cellent. But good instruction can be glvcn by knowledgeable faculties" .

regardless of whether written objectives are good or poor, In corre-
spondence course instruction, however, good objectives are vital fcr‘ ‘
good instructionis impossiblc without them Everything hangs on

- objectives and there is no expert instrictor standing behind the studeni‘
* chair to compensate for the defects of the objectives, The ccrrcspondcnc&
-course writer, tﬂerefore must beccmc an unguestioned expcrt at writing .

cbjecti\res o R IR

Almost frcm i:hc time course writers began structuring objectives . the »
feeling took hold if one knew what an objective was and what it. was
supposed to do, -one could state it in written form. lnaufticient attention

was paid to the positive need for time, thcught and imagination in the
B development of objectives. Superﬁcial quickly written objectives be-

‘gan to appear. Many of these were accepted not cnl‘y because they lockcd
good in a world which had not known objectives -but also because. they -

were largely exempt from critique by evaluators outside the subject:

field. Such acceptance permitted the conti'ﬁuatictn of an erroneous im- -

~ pression that objectives were a routine writing matter not requiring

-

special attention. This impression was helped along by an unhappy

. -tendency to "derive” objectives from the alrcady—written instructional |

- text and examinanon. Actually, as we all know, objcctivea must pre~

- cede cvcrything else in the’course of instructicn

X

61



a
- Time is required for subject matter research and understanding which
~ are'necessary preludes to the writing of objectives. Imagination must
' -be applied to the creation of performance situations wfh“ére‘ actual per-
_  formance cannot be used, as in a correspondence course. And hard,
. careful thought must be used in evaluating a "first-draft" objective to |
\ - determine that Eits‘aituationfis realistic, that its task is challenging, and .
. . that the capability‘ described is in fact a product of its related training. -

N 3 N

" The dev!el,éphiént of objectives requires tkh\o\ught , im&ginatibn , and‘tinie; : '

Before goin f;further‘," we should perhaps ask ourselves the "q‘ueé\\tion? -

- "Where do objectives come from?" Dr, David D. Cram, ‘writing in the
. February 1979 Training/HRD magazine, said "Let's stop kidding our-
. 'selves! The only reason to teach anybody anything is to help them to
“do something in the real world!" _If the purpose of teaching them , then,
_ 1s to prepare people for the real world; it follows that we have to reach
. Into the real world to find out what must be taught., Once more quoting

N
.,

~ously must develop bkills that are clearly related to the real world. -
- struction becomes frivolous and hard to justify when that real-world
.~ relationship pppears tenuous or haphazard," Thus, our objectives
~have to perform some pre-objgctive a‘ét&ns before we can ever get
.. down to the business of writing objectives. oo

must have their beginningd.n the world of work., This means that we e

First, we have to go out‘and analyze'the job. We have to take a look
. at the job from the standpoint of what it consists of, and what it con-

' .sists of are tasks. Our job analysis should yield, therefore, a task in-
ventory. This inventory will, ordinarily, be a la: e unwieldy product,
'perhaps consisting of hundreds of tasks. The nggt thing to be done is
to analyze the tasks, to ascertain which of them should be selected for
trhining." Skills and knowledge to support the tasks to be trained are

the worthy Dr. Cram, we know that "Instruction that is to be taken seri- -

also identified at this time. Task ‘selectjon and identification of 3upp'qrting~

basis for the course of instruction. (Seéjfi.‘g'ure D,

. skills and knowledge result in a critical task list which represents the

- ‘A;w/oird here about Skills and ‘knowledé'e . - Supporting skills and
knowledge are fundamental practices, aptitudes, -facts, truths, or
principles essential to directly support the accomﬁlishment of a task.

~~$-hey»are¢the~mator‘~and—menf§“l”compan‘ents‘Oﬁg“t‘a‘ﬁk‘th&‘t‘the‘s‘p‘e‘di‘al

. - requirements for minimum performance. Skills are interrelated with
. knowledge and constitute critical learning eIéments. o ‘

LI . . N N

7 It must be cle}af by now that the purpose of knowledge is action. Our
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experience tells us ‘that knowledge doesn't do a Job people do it. Toa"
supply clerk, knowmg the concept for posting tncoming items against

a record is not the same as betng able to actually post the record. Per-

" formance _capability, then, is the object of training, and objectiVes should,
at one and the ‘same time, defme that capablhty and be based upon it

Seld enother way a.lthough knowledge underhes e'very performence, ‘
the knowledge itdelf cannot: make a worthwhile objective-even when the
knowledge seéms'to be the sole outcome of the training; rether "the ob-
jective must state some apphceuon of that knowledge in terms of ob-

servable behaviar (i.e., performance) When knowledge can be applied .

behavior can be observed o . o , -

We see, then, that the purpose of objectlves is to describe precleely
* what is™o be learned in terms of expected student performance of a tagk -
or tasks under specified condltmns and to accepted standards. As .

. -*Robert F. Mager has stated, "An objective describes an intende}/ont; :

- come rath@@ than a deecnpt:on or summary of content "o

N\‘
Al

We ve ]nst mdennfled the three separate elements whlch form the struc- ‘

tnre of an objective but let's set them out once more just to make sure -
. that we have.a handle on them (figure 2). They are the task which the

" student must be capable of performing, the standard of performance he
~ must reach, and the conditions undér which he is expected to perform.
_Each element is vital to an nnderstendmg of performance. Some euthor- o

“ities notwlthstanding, the arrangement of the elements isn't 1mportent~

* . the important thing is that all three are are represented in some way

-

“in an ob)ective Now let's look ‘at each element in turn: - C %

- *
T - !

* e The task is et the center of the ob]ectives what the student
must learn to do. - In correspondence instruction, writers of objectives
must be certain that the task can be performed within the constraints
of the correspondence mode.. In brief, the task identifies what Ithe
student must do to demonstrate what he hes learned . :

n

)

* o 'I‘he condmons describe the azdmg and limmng factors under .
‘which the desired performance of the task is to be demonstreted Con-
‘ditions normally include essential features of the env1ronment and the

g .

.64

——equipment-and-assistance which- _may be given or denied the student.

Conditions may also include references supplies, facilities, situations.
and problems In correspondence course mstructton the conditions

. are parneularly important beceuse they are.the means of»bringlng as
nch of the real world as poseible to the stndent' kltchen table - the ‘
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¥

place at w}uch it has been thought tradltlonally the student worka hia

- correspondence lessons.

N -

. % -~ The standcrd is concerned with the accuracy or proﬁciency

. which the student must meet In a standard, we express the degree

of specificity we\wish the 'student to attain. The standard also covers ‘ L

‘ . that measure of performance that will be acceptable. Basically, there.
..are two standards of performance: those stated in terms of speed and

those stated in terms of accuracy. Time standards can be stated as a

‘ ‘ | ‘Q‘, time limit for one performance or a production reqmrement during a
. given period of times Accuracy standards are reflected either by the ‘

_degree of perfection required in every act or by the number or per-
centage of times an act must be performed correctly An ob;ective may :
‘mclude both tmre and accuracy standards \ ‘

: ‘In correSpondence course instructlon we have not 'had t’oo much o
o trouble with the first two elements of the objective, the task and the
~ conditions. The standard element of the objective has been found diffi- .

cult to apply, however, This is due to the assumption that, because .
of the "open book" nature of many correspondence lessons and examina-

\_ tions, the student should be expected-to make a. correct response: toa.

requirement. Moreover, the .use-of machine-graded exercisea.in the..
_examination appears.to make it inappropriate to apply a .standard since .
the student ordinarily has no opportunities to select a less-than- B

correct answer.and expect to get credit. Thus many cbjectives;'fbr e

correspondence course instruction do not carry a stated standard, auch

B omlssion being construed to mean that the student 18 expected to attain
- the ob;ectwe as set forth with no marg:n for error. However, for a
+ task that clearly ,ina real-world env1ronment does not require error-

free .performance, the standard should be stated * Such as ob;ective

- might read as follows: -

" Given formulcs and coptes of fuel-consumpnon tables,
compute to within plus or minus five gallons the number ‘
"of gallcns of fuel requzred to move speczﬁed locds over
hzghways ;

*

.The use of a range of cho1ces (for eXample , "565 to 570 gellons" mstead

. LI
D T
NN
&_
<N
.

- ~of "567 gallons™) is-an exammatmn exerclae “can T)e used to test attainment
of the above o‘bjective. \ .o :

f\»'

(Incidentallr, in the objective above, were you abie to ditferentiate

‘ the three elements"’ If not Jlere they are: the taak is "compute PRRCEN

\;‘?i'f i : ) ’ . N X i ‘, ' v . y
“ e N N R . N > . - . L



. the numbev- of gallons of fuel requlred to move spec1f1ed loads over high—
. ways, " and the standard is "to w1th1n plus or mmus five g'allons“)

- S At thig pomt it appears apgropriate to expose a truth ;about objectlves ‘

" C and provide a word about honesty .’ Writing objectives -~ that is, good
S ' ob]ectwes -- can be one of the most frustrating jobs in the worlyd The

: trut‘h is, the ideal learning objective has yet to be written. _This brings
us to our word about honesty. The worth of an ob]ectlve lies in its ‘
verihcat;on in how well it can be used as a mgasure of attainment of
‘real—‘world or near-real-world behavior. It appears that the better an

. .. 7 objective is, the. }{arder it is' to write exammatxon exercises for{it. (I:
Lo T don't know why this is, unless we are just naturally lazy and, Yus,
. ~ .reluctant to meet the contract that an objective implies) . . This diffi-~

- culty has led writera of objectives to indulge in one of two eas ways -
L out. The fzrst is, to wrrt examinatmn exerclses that have no r evance

" to the objectlve being tested,
+ “and‘write objectives that, be

- The second is to go back to the spurce
use*of-their irrelevance to real wprld con-

) ditions, are easy to test.. The first circumvention is beyond the scope
of tms arncle, the second is notQ : R

‘tives. (How about ‘this.one ('”) The student should be able to relate. -~
the preservatmn ‘of freedom to the exercise of individual responsi‘bihties)

.. . .s really doing is chsplaclng the real world from "out there" to. the exam-. -

“ination paper itself, . For him, the real world is the closed and artificial

one of the examination he has created 4 The important consxderation be-

- comes not how things are but the ease of testing. In time, the whole se-

quence of course development gets turned around. Instead of the ob- -

- . jectives being written first and the criterion test ‘(examination) next

- - followed by the text (figure. 3), the text is written, the examinaﬁon ex-
ercises are derived from the text and finally the objectives get wrltten
(if at all’) to ac<:omodate the examinahon exercises’ o »

The remedy is for management to get mvolved to- make certam that
the correct sequence is followed. This may very well put & super-
vigor to work evaluating a set of objectives before the writer is per-

" mitted to go on to the examination and'then to the text matemal (For
~an agsist to writer and supervisor; gee the Uheckhst-for"evaluaﬁng
JectiveE“a:t ap&ndix A)
L _ Ithink we' re ready now Ymggt down. to the business ef traeing the R
oo ' growth of:an: ob]ectwe statement. “And@gj growth depends on the o

~
+

- .
. . . R . w

. 2 . N
5 A : .
N N oot S . R SN k
. N N . . N NI o . LY ?
A “ 6T
ii' ’ . N ae - LS T N R - . . N ‘\Q‘\ d
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\\,

1t is. easy to be lured by the attraction of wmtmg meamngless ob]ec- e

. These objectives. the writer will have no trouble. testing What the writer -
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ST statement’s words RS A
. R Spemﬁc concrete words must be used in statmg ob:ectwes, particulv : R
” arly the task"element of an objective. Behavioral terms built on a base
~-of action verbs must be used. Vague and amhlguous terms must be
~ ‘avo;ded to msure clmﬁty . ~ -

J N;‘ .

v Llsted below are a number of action terms taken from objective state- Do
t o ~ . ments. In the space provmed for each ferm, test yourself by indicating e
: , whether 1t isa vague term (use V) or a specific. term (use S) 7, ~ L WL
S tUm:lér:s;tand S List N
* S Select + - .. v . Ability to ‘ S
~Correct, L E "7 " Be familiar with - N
Know about L ‘Calculate. - 0
. o ~ Classify =~ - 0. . . Inspect .. . S
3o T \Provideageneral e Quahfy ST e
s e * knowledge R ‘ oy
Orient ERR v . Dlagnose : \ LS

u

et You can go to the head of the class 11‘ yeuga‘elected as specific behav-:
S ‘loralyterms the following: select, correct, ‘classify, list, calculate, in-
R S spect .diagnose. The other terms ‘are all 'vague. However, Morient" may
.- . . be specific depending upon*its use. For example, in the following ob~ S
e geetwe statement it is sufficiently specific because, in the context of \ e
| oy “the subject itis a techmcal term with a percige meeting ot e

\

omem four of the five maps so ‘that map noNh will comcide ‘

N

- 0o szen fwe dtfferem ?naps and a compass the siudent will -
I } ‘

wuh true ‘north.

1 'The trick is to use terms whlch clo not require mterpretation b:y the -
_student. -N6 word should be used which requires student’to decide
' ftor himself or herself what is meant. . -

&

: &X If a correspundence course objectwe ha's a stand rd “that standard
must be measurable. Standards stated in such- words as "effective,”
L “acceptable, " "proper," or "averag-e," are not préclse enough for .
. -, accuraté measurgment. What might be "acceptable™ to one student m b%( <

U " not be acceptable t¢ another. The outcome of using such. terms may

"~ that the writer may have a different understanding of the standard fro

"7 -theone the student adopts, The Iollowing standards can be measured
o accurately @ : , .

2
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-» Allowing for fwe to seven percent error.
- *To. a tolerance of plus or minus .1 ohm.
\-Anawer five out of seven' problems correctly.,

- After you ‘have written your objectives‘ youwill find it helpful to se-‘
quencegthem\ Sequencing is done so that each objective will be placed - -
. optuﬁ‘um relation to other objectives. There are various schools of
- .thought on this aspect of objectives deveIOpment _The one covered in
this article’ cons:sts of three steps: sorting ob)ectives into closely re-
> lated groups;' sequencing objectives within these groups; and se-
quencmg theSe g'roups mto an overall course structure.

o~ \ “@

Developin j_groupse Assume that the ob]ectwes to be sequenced
. are for.an automotive course. Certain Obj ectives pertain to fuel and . .
: exhagst systems, others to final drives; .and some to electrical systems,
. power’trains, suspensxolgsystem auxiliary systems,;qnd the chg,ssis.
" The objectwes are organized into groups under these headings.\ Some

‘of theegroups will contain just a few ob]ectlves, others will contain many. N

Each group's obj gchvee are related because of tlns sorting, however, -
they are still in random erder. bt |

Sequencmg Wlt
“be individually sortd to determme logical brder/ It helps if eaeh ob-
Jjective is written out, on « separate aheet of paper elong with oupportmg
skuls and know-ledgee\ : S Lo e

. s
R

' To sequence any two o‘b]ectives you have to determme the relationehip

between them. Tws lefffhing objectives may have one of the three .

_quires prior ma of the other; (2) an indep ndent relationship, ;in
: that they are to ynrelated and mdependent of eaeh other; and (3)
-a supportive relationship, in that some transfer of learmng takes place
frdém one objectwe to the other (see also fighre 4). T
Next common-fa‘;tor ob}ectives are sequenaed These are ob]ectives
. that are jdentical or have’identical aetion worde and similar objects
Vof the action in the objective statemente. Consider an objective con- .
' cerned with dough mixing. It occurs as,a prerequisite objective for

- “following: Q@ i?ﬁeﬂmt relationship, in tha mastery of the one re~ .

v

o

" Within, each group, the objectives must " . .

’,

(J

[ S

“Vvirious dependent objectives on the shaping, seasoning, and baking of
| rolls o?different types. The objectives' developer will want to teach”

“dough mixing only one time. .50, he has one of two.choices. Hecan - -
delete the object:ve in every appearanee after the first: appearance or

-
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ki}ls and kbaw)edges Sk!lls and knowledges -Skills and knowledges. |
mxi one learning fobjec- | in one 1earn1ng ohjec-|. in.one learning objec- | = . .
- "giljve are closely | tive aré“unrelated to. ‘t\gg.have some‘rela- C
R related to ‘those in .. those in the other *. tiopship to those in .

“E.M' i'

R [ the other learning . | Tearning objective. * ‘the' other Yearning "} ,;~*;¢§
R Lo obJective. L ‘_\ﬂ~ IR obJective. o ‘ O
Do . & P : et O oy e T JRRN I T Ny

S S Tn master‘pne of the Mastering one of ‘the | The learning involved | " o

RN 0 |learning objectives, Fearning objectives. - in mastery of one.
S it is first necessary Ndoes” not’ simplify. ~learning objective
e | to master the other. masteriﬁb the other. transfers to the
‘ o : o vy other, makwng learn~

BEURE R L | mastery of the other B SRR
1! . R | eaSIer.‘~ N B

EXAMPLES e r Examples‘ Lo : Examp1es' o B SOSREE SIR
AL In math, in order to For a yeoman, "ty "Assemble weapon™. has it T
R AN < |learn multip11cation 1 Tletters, from. draigz " | .a supportive relation-"| =~ ./
R -+ . lone must first learn s independent o} " ship, to "disassemb1e .
C . {addgtion. R ~ "majntain files:" | ‘weapon. .‘- T e
R .. - |On€fcannot send * |« for a wheeled vehic]e . "Drive ®Y%. tOn trutk" Y
N S messages in Morse mechanic, "adjust | has a:supportive: co T
R ;g)~~ .o |Code without fiyst | carburetor” is inde- " relationship to fdrive | =~ - -
w2 o7 [having mastered the - pendent’ of "torque . | .a 2% ton vehicle.® 7 . ¢
N . |codes -for each of : engine;head studs." . | In both examples, , <]
o o~ lthe,lettersand - .. - In both examples, . ~learning to. doong - |~ o
S N numbers The "sendxng - knowing how to do | .would'help. consider- . | -
A , ski?ls are totally one_ Would not help . iab]y in. 1earn1ng\;n ‘
Y ~‘~ﬁ‘‘*'.:dem:ruie-nt on the © ! much with the other. | do. the bthér.‘\
S rior learning. .
! | LR )

W )

: s N ' ‘ ‘ . 1 AN -
I The Yearning objec- In genera1,*the " 1. The learnxng obaectlves‘
s o {iives must be . -} ]garning objectives ' | should be placed close } - -
. -3 |arranged in .the n be ‘arranged in .- | together in the sequence. . \
f‘.k'w* " sequence indicated any sequence with- = - | "to pertmit optimum ° ‘~~’~ T
e .+ |by the above ‘ out Iossxaf learning. transfer of leavning " | -~ /% 7
- " Inierarchy. D ‘ _ ..from one learning cbjé®4 «
7 . DR R © .} tive to the other. e
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- . groups and. independent QbJGCti\L*BB. Now he ‘Visually examines each - o
- .subgroup. and independent ob)ective and sélects the single subgroup-or« RS

: . for both skills and knowiedge within & single o’bjective end for groups
woe..oof ob]ectwes (figure 5) :
. same way that the individual objectives within the’ groups were_se- -

~ engines. What other groups of objectives must a student meet before
" he’ can reach the objectives for engines, The answer is that the stu= e

_ fuel systems. It is apparent that both fuel systems and elew

E dent ‘master the ob;ectwes of one of these systems before the otheéFr:

- \.w.vt

S C .
,wm BRI UN A : e N R

he cen delete lt t‘ro every ‘place:it

T e, ~‘~g ,.t\

eppeare,end teaeh 1t neer the course

g baginlﬁ.ng \\; v,me {: -’\ f_}v \» 9’,\ ‘~ g‘ . T ~.----..

-t

By th;entmei the’ eveleper has errenged his ohjeetives into sub* |

ety

objective which appears to be most complex. ‘He then checks each of

»on

i the other’ subgroups and objectives asking the question’, "Should it be .

.~ reached before or after ‘the last one selected?" Hegaces each subgroup S
*or independent objective on one side or the other A the last selection in

. its appropriate plaee in the arrary of other subgroups and lndependent

N obyectives S

\\: . Y LN . L - R

Soon all the objectlves in the group will be in‘a definite sequence. The ;Q

o normel arrangement of objectives within a group: tende to take a pyra- .

.. 'midal form'(ie. », each objective for a’complete task will be preceded = .
by a number of other objectives’ representing other tesks will be pre-

o ceded by a number of other objectwes repreeenting other tasks which

will be'mastered first). This pyramidal structure tends to hold true’ & -

~ ~‘ "_‘i

Sequencmg of groug_. The groups are then sequenced in the v

quenced. As an example consider a group of objectives related to

dent must elready have reached the objectwee for the electrical and

tems must be sequended before engines. It is not critical that

‘Thus the groug sequence would be as illustrated in figure 6. -

) Sequencing serves three major purposes. It helpe give you a clearer o
‘pictu're of you?r course of instrudtion. It can make ‘your courses more
menageeble . It is easier to organize groups of objectives than deal with=

~*‘f'e. large number of individual objectives. And it can help you divide

o

LY b e

Y

~ ‘wuur work—wit‘hwour coile‘sg'uesit‘they‘are “available tohelp” out

o
N r.‘i: )

i

3 Objectives that are effecuvely grouped and well sequenced can do

. four other things for you. First, they provide realism. ' Second ; they

. help define course content and structure, Third, they communicate ‘
timely Iearning ﬁoals to students. Fourth they predict the performance

- e . N - B N
a * .
(S . .
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Pyramidal form of sequencing \ .
Top: Seqience. within an objective ©
Bottom“ quence within a group ‘
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‘ of school graduatea\, Let’s examme eaeh of these points in more det’aile

Ve

:f:{

-

Realism. Real-world goals are accomplished by performance of ~;
N joba and jobs by performance of tasks. We obtain lists of these taska
.- through job analysis and fashion them into o.objectives. Thus the task,
- which on the job is the basic unit of performance, becomes in the course f
~ the basic unit of learning achievement. Objectives are achievement goals
‘ denved from the job toward which learning activities are directed. We: .

-see how creating’ objeotivea from job tasks brings reahsm to the course

. of instruction. By relating course ‘materials to job performance realmess,; \
owe provide the student with a learning experience which closely re- . - S
"~ sembles his forthcoming operational experience. This is what we mean C

-

by "relatmg the oouree to the job "

-

‘ Course structure and content Objectives play an important part

in translating realism to course content. 'Objectives describe the per- -
formance capability a student must pggsess at tha®end of an annex or _ -

e

larger "piece" of instruction, while §@ills and knowledge enable the
student to attain this capébility. ‘Together, they not pnly explicitly de-
fine details of the. course content but“aiso guarantee the relevancy of
such details S '

3 . e e
.

Time}y learmng goals. In their oommunioatwe role objeotivea have

_potential for both enhancing and damaging student motivation. If intro-'
"duced all at once, they may overwhelm the student and cause loss of
.confidence. A judlcious and pleeemeal introduction of the objectives,

" in a manner intended to serve the student, will not distract and will

give the student a sense of porpose as well as’ aeoomphshment

Graduate performanoe By derlvmg objeot:wes from job tasks and

_creating valid achievement tests based thereon, the school can more

accurately predict how its graduates as a whole will meet the needs of
the field. . The school can ebtain a much higher correlation between
student achievement scores and student ablhty to perform on the job

—— SN

CONCLII‘SION‘

_l.

S

A ]

7

1 hope the above disoussuon has been useful to you and more im-

N portantly, has provided some ;r@ma%‘lght into the serious business

of developing meaningful and workable objectives for correspondence

‘course instruction. If you have put a set of objectives together reeently
it might be worthwhile to check your work against what we*ve oovered

5 .

*ap
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in t}ne art;cle‘ The queenone which follow will hel
If you cen\@nswer each of ‘the queettons \yith a YES,

_ a good and\ueeble set of ob)eotives.

~ .

,l‘.; Have I stated preeieely whet the student

p you in this regerd

you probebly heve \‘

wtll be able to

do as a result of successful completion of the ‘course or" o

of an annex of .the course"

\2 . Heve Ietated the standard to whlch the s

able to carry out the’ desired performance" ‘

. 3. - Isit possible to meaeure exactly that the
o ,perform to the standard required'-'

and measureble terms"

| 4. ' Have J indicated what the student mll be
: and not use in demonetreting ettamment of the objectlvee‘?

tudent must be N

1

oy

etudent c’n

allowed to use

5. Are the objectlvee stated in clear coneise speciﬁc,

- 6. ; Havi I properly g'rouped and ordered the objectwee" ‘

- T, ‘f\Heve I tested the objectivee to make oertein that they

.- .accurately and completely: commumcate to the etudent

. -the leermng to be aehieved" .

-

8. ; Have I promded in the course peekage eil the resourcea
) neéded by the student to agsist in attainment of the ob—

Jectwes"

Were ell your answers YES" if so, eongretulanons' If not try the .
 quiz in Appendix B Whet the heck! Try it anyway . ‘ ‘

LEL T I

*



‘EQ‘Ement :

'l Levels: -
1 Action

12.Generatized
1S

-] 3.Generalized

2 BN
%
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“3ed Atk T sty

 F%ctQ¥i(1)“‘¥

i

(Task) . .

A

Action

"'l Description

N

c o
~ Extent of

‘Relevancy
" .of Student
Action ~

-

-

‘| Completeness..

of Objective .
Construction -
A &
, L

‘:Factorj(2§“-%\f?ﬁthé\(B) ﬁrFéctdf,(d)iflnggctoﬁ iSi*‘j”” i

to. State w' -

] ~i‘p§C‘t ),071 1 Condi=~ R ‘

tions, and .

¢ |Standards.

54l
1.Specific .

b

- Behavior or

‘Leve1s:

SRy
I Described

2.Partially .
Described

é.Sta{ed"

'f~‘Belevance

Only - : 1.

QLeveTsi

»‘1;High

"' 2.Moderate
Relevance -

‘3.Low
Retevance

R ‘L‘EVE‘]“S: o

..TgAction,‘»;5 

|3vAction

Standards .’ .
and - .
Conditions

2.Action and
Conditions -

~ or-Standards

]
|

Only -

| tevers: . o

BRI
.~ Precise.

2.Partially |
.Precise

2

" The checklist i]lusgrateé the arra

~ %

ngement of five factors {br‘cﬁdﬁng purposes.

Precisionbsed| ~ °

Thus, a coding of "2,°1, 1,1,1"would indicate a rating for an.objective that:

{1) involved a generalized skill, {2) fu)ly described the action, (3) was -highly

relevant: to the field task, {4) ‘stated action, standards, and-conditions, and (5) -

precisely stated the action, standards,.and conditions, ) ‘ S -
~ Aﬁa?yzing and ‘classifying objectives will ip thehcbb?se developer and his -

supervisor decide if an objective is acceptable“for training purposes or if it
should be further refined before final acceptance.' Also, since an ideal objective

- would rate a classification code of "1, 1, 1,.1, 1," most objectives rated less

— thanideal can be improved by Ymproving the specific Tower rated factors. Any

. Sources TRADOC Pamphlet 350-31 3

»-

and must be revisec."
LS

i
v

~ N

objective that receives a rating of 3 for factors 1, 3, 4, or 5 is.not accepiablé‘

.
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o APPENDIX B
S e Review Qﬁiz‘ S e e

e A

.points in the article.

Read each quiz (Q) frame and write youn.answet in the spacegprovided while

‘ \cevering the answer (A) freme below. When ycu haVe written your. answer “uncover

4

;~the answee»ffeme— Tf: you heve made a wrong answer, erase it (you were using a

pencil, weren't you?) and enter the correct solution»»\

BN . o
] >
. i‘ .

The exercises below will provide you with a.review of eeverel‘of the key .

+ g

Ql; Study the objectiVe statement below. Is this the type of objective you )
‘ l would expect to be accepted as velid7 Why° ‘

T . . *

ples of ménagement with 100 percent aecuracy.

-

AN

;i~ \ Given;a list of prineiples, the student will select the. princi- - w‘"‘

Al \ub} nalide Ddesn’t~come:frem;tne‘real wotld\ Yout boss isn t zoing te ‘%;
ask yeu to recite thé principles ef management, he s going to require you
to put them to work Mora1° Having the right elements in your objectiVe
‘ _ does not necessarily a good objective meke‘ | N
Q2. 'Have a_ try at rewriting the objective 1n Ql.
i ! i ‘ R . - - e .
* , 3 s
“2t~ fhewfewfiterbe&oweis“5etter4than;the“etigine1“etatement;“Bﬁtf&ﬁﬁ:‘ﬁe"ﬁeﬁbt;
- - did better.~ The idea is’ to force the student to §Eglx_management princi- ‘
n‘ ge; ples. (NOTE* In addition to the: objecti:iﬁj;etement below, you will prob_‘\
ably have to write additionel statements 50.as to cover all management ‘
78 ‘principles.- See how hard 1t 19 to do a thing right?) |
NN ‘; | ’ . \
N N . . 'y
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“‘\ .

Given'u‘situaﬁion requiring«fhe fotmal coordination of a

;Y

xrecommendea\Position paper, the student wili without

’ error, identify the appropriate steps in the coorﬂinativu
“process aud the 1ndividuals with whom uoordination is to |
‘be effeéted‘ including order of coordinatiou among\the \n~

»

individuals.

vy ‘ .

L
L

A3

Given a partially prepared clcthing record and a situation

’iuvulving replaCement of worg//lothing, the student will

:make the neuessary entries on. the clothing record with-

LN

OUC e;-r(}r. . ‘ N ! . z ‘\ - ‘ . :.u‘\\;m

B, Thelstudent‘will~post afclo:hing‘réqor&ito‘reflgbt‘repl?éeQ,
ment og wark c}othing

N ) “
\ A \

2 A:\ N “ s . \')\ '; o0 ' [N -
N o ' \ N N . '

A >

T

- B \ \ o .
. S T Do o,

\{A‘ig Ehé‘bétﬁéi;wofvdcursé;~‘A giués tﬁé three elémenrs‘thgikuékg up.an

N S ~ . : . .

“ijéctive; ~~'B doesnft‘have a‘standard aud iﬁ% hbt‘really‘cértain the

s

~ student is golng to get that clothing form as part of the conditions.k_ _f'

. Q4.

’

%tudy the objective statement below‘ Do you think the objective is fair

to the Btudent? Explain your answer.

*

Given a blank form, a typewritér ‘and copy to‘bé“typed ‘the

student will type a completed interoffice m%morandum, the

\5fin13hed product to be prepared in a givan/éormat and with-

B LA AANALAS FAA Vs AAA AL AR TRARA, s St AR IR AR M AR A AN v aaa s mma S RN
i

out error (corrections COunt as Errors)

N
. a

»

B



“A&.i Because it probably is not realiatic, the objective is not fair.‘ What

~office ia going to require you to type an rnteroffice memerandum with» .

¥

i .

N . . R . . R
i

A5, How 1ong will the student have’ to type the memorandum? A time standard

‘~ $‘\‘*35 well as an accuracy standard is needed This type of objective lende

=

»

~AS.‘ Looks pretty good to me;. but if you don t like it, hack away at. it. N

?

fitself to, a time standard because task duration weuld be a real—vorld

L] T

' consideration. ° - T T ) . “'; o

Q6. Look at another objective statement (below) Anything wrong with iti

e
.‘* - )

. Explain,..please. .;K o S ) B T “"“' J‘:'J*":“i‘;.\.ii:s\? :

- gt

Given data, identification of five equipment itema to be turned

Yo

~ -

prepare the form correctly four out of five times. N

i .
! e - R . .
' N . ~ >

-

]
L

Remember. no objective statement is perfect. 'This doesn't mean, however,

\\ehag we should settle for remediable imperfection, much less strive for it.

‘ Q7. Let‘s go a 1itt1e further and match up an objective with ita implementing

B

‘ examination exercise. Check out the pair below and determine whether the
examination exercise .tests attainment of the objective.

o in for repair, and five blank turn—in forms, the atudent will Ve e

01 Given the job of preparing a menu for a meal the student will»

N determine whether the meal is heavv or light and then make a

L 4

Y selection cf three appropriate desserts. R

* -

X SITUATION: Yeu are the head chef i1 the kitchen of a well-

»
80. . known hotel. You. ar*}selecting deaaerta for the dinner menu

t
)

!! - i S? . !,‘ - .

Y



) ! \ ;i' * 3\: ./ ‘N\ .
\ S
\"‘3 N
. B i
- ‘ !/! ) » %
. - f‘ . N
- T which will 1nc1ude vegetable soup, roast pork creamed .
R potateas, a§paragus with cheese sauce, and a. bossed salad.

;g‘~* " S ) - ;;\You ha&e ingrediencg ‘for the fellowing desserts.) ‘ ; {‘~ e
o e.‘~Bread pudding 1f‘\ ‘ N : e Lime gelatin a

:5? R - o b Peaches in syrup - ) 1»f £, Fresh Fruit c

K% a

‘ REQUIREMENT' Select three apprOpriate desserts to offer your

diners‘

'Y

- 5\f ~ ggod.\ Note‘;hat the standard - - "without~error'w- - is implied Even
[ o \ ‘ . o ;

"t so, the grader could give partial credit in the examination if all the,

right answers aren t ehosen. ‘?I m not telling what the right %Eswers L

”» 4

~;7are') The examination exe;cise illnstrates a way,of testing ‘a difficult

L s v

LA task in the correSpondenee mode. Also, the exercise lends itself to.
L e d ‘ S ‘ |
N 3 ~~machine—grading.“ - * e o N
'Q8. " Here is another correSpondence course examination exercise. I won't ask

o5

Y. “you to determine whether it s a geed exercise, it's not. But‘can you tell
what was wrong ‘with the objective? o . B
. e . . . i ‘

STTUATEON: . You havejjustkbeEn hired as ‘controller of a mid-

T f; N S ~’ siZEd manufactyring COmpany. You report to your

d. ‘CheeSe Fake - o ~  h?i‘Chocolate 1ayer cake ot

v e Lem°n>wafers T ~App1e~p1e‘with cheese! . .

\ /LA7, ;Acfually, tﬁe[obieetiveYexercise ceﬂbinagienkis not.bad“fkeeily,~quite “‘j'.:‘

R e ‘boss, the company president who tells you to oft

/A, o _down and offers you a cup of coffee. After several

E

. minutes of conversation on 1ndifferent matters, the

v N b

president leans across his desk and asks you, "What

- 81
are the functions of a\controller?"‘* \

t




o - ~ . REQUIREMENT: List \the functions of a controller. S R TR,

N R \ D . . D RO C T .
» : B . A T . . - .. T
. PN
» .* B

[ S T oo
N NN . s

[ .~ . N ) N . R N . sy
e \ > SN N S, N .. N N

,,, | - AB. Aside from the fectfthqg the \aitnation is abeolutely uselg’s QOQ can meet y t ;
: | | - the Tequirement without readin’kthe SituatiORJ the objective must heye 4\  T~ l.vif
| been of" the same variety as the\uickey Mouse one :Ln Ql " The reel ‘world :le § 3‘\
\ - forgotten. - You don .t get aeked ebout funetiena in the real world, you per_“.;g: N
form them ;m work. situations and af measured against corporate expectations\.

(f_ggides, "h“—:_‘?id*t’l;; president 7ek the prospecr:lve. ctontroller -duri“ng‘“the '““

~ t In the unlikely\event that the otjective gas okay, then what we have he.re is . A {

g a different %ért of breakdown 1n management respmsi‘biuty. The writer’ég o
supervisor d%ldn t theck ‘to make‘ certa:ln thet the writer ‘was develeping oo

-

s o examination exercises based on the objective, presumably approved before- . w

. " - ~ . N "“’ ‘ - ,;.E

hand Remember "y the objeetive seta forth the specificat:lons for its T
) - SO . Cr

‘ resultant examination exercises. Look at cou:rse objectives as the course 8 S l

blueprints.; Unless he. wants to flirt with disaster, an architect or ﬁngiﬂeer e
\

o . o wouldn t 1gnore his blueprints. ~ Should you" S - <
Q9. The, rather detailed objective statement below (adapt&f from P Navy sOurce)

'‘appears to be missing an element. Wbet 1s 1?7 ~‘Does‘the om\‘iesien really‘

“matter? - ' - . o SR IR O
oo . . _— ) ’ o “ T ) - N . i N :
Perform arithmetic bperations with bi‘rxary nuﬂiberé.; Convert "~ % ﬁ L
* \ v “  ‘ - N
decimal numbers Ccontainfng no more than four digits} tQ their R
: . equivalents, perform the arithmetic 'v@erations of addit:lon,
‘ subtraetion, multiplicétion, and d:[vision, a’ad convert answers - R
. back to decimal numbers. Tl_xe student must show;ailﬁwork for \‘,‘ ’
v 82 N ,:Q \) \ - ’t ‘
3 Y - i S v Q N N -
) 8. . - L 2. v
- ‘ N ! ‘ b




1 | each nroblem. kOut o.f four problems for eaéh\arithmetic operatioe,
RS three must be correct.‘ In all cases, correct procedures, as set A
| . . _forth in student wor‘kbpok,emuet be used‘ - L ‘ o o .
A9.” There do not appear to be any conditions. HoweVer, this may not be |
siér;;téieaiyt, availability of paper and pencil can be a ed. However\,‘f _
if a job or learning aid, such as a decimal-to-bina conversion table,‘ |
\were heces;ary, it would be’ Pl‘avided and identif;ed in }he conditions Q )
\\elemeﬂnt of the. objeccive s\tar:ement. o L S
QlO And now, *back to basics.~ Below are examples of the task elements ofé .
- "fo’bjecd e statements. Wh:lch are vague behavior descriptions and which - . ‘
) ‘are spécific enoﬁgh for inclusign in statements of measurab}Le object:iv-es"‘*‘~ :
* .:Cheék off “the vague descriptior‘xs:\ ‘C(Don t ‘p'ee'k et‘ tihe exereise in ‘t\he:% ‘
”‘:pody of ;he artlcle ) L _ ‘ ‘ |
: A. ‘Know principles., of troubleshooting.\ \ o - - »} ;
B iglyg an @hm 'S Law problem. . “ : - i .C‘ ‘ \1.“:. '
. C. . Dis,tir:guish‘bet\weee . . engl . ‘ | .
i . ‘ D Be _ffeniiiie;: yi\th rec'ipes‘.‘ ‘ v \‘ N ‘ : LT
E. Cém;:r‘;ehend\_ind‘uctaﬁce." o o f ! ’ .
T F. \‘!Ev_fa bloeic diagram, - . S | * ‘ ‘ '
‘ , - G ; Show vdi;:ect::i.o\nll~r é)f: current, - ‘ | . . \ : .
? ‘ H _Be awere of safety p“reeautioms;\ | T -
‘ 1 o ‘bue -~ r;;:m form. w»w-m s
3 ! | J‘: Understelid : Ohm'sLaw e } :‘
; ~ L v
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AlO, Ar.e conxratulations in order? Did you identify. A D E H and J as ; ‘
o f $ e 4
KR vague descriptions? The verbs used 1n these descriptions do nat’ . :
i LN Y . N
N . Q' i
% describe measurable student performance, none of them syecify hog ‘ ‘
- . N ; ‘i‘ i\:‘.
N student behavior will be demonstrated Remember ,,when describing ‘ >
v ; ~ . R
: _a behavior, state as explicitly as possible what the stuﬂent ;Lar to R
S TRl
be able to do uwu complet:lon of the topic or sub;]ect covered b'y the o -
t objective. T ‘ . B b4 ‘
¥ - AN . N ; . ‘“« N :g ‘ 0 :: \ :.
. S = BT
‘ - ‘ ‘ «‘ ’ ‘ ‘,‘i ) ‘«: ‘ N ‘~ oM :
; 0‘ ‘\ . . . v o .
" < . ; N - . o ~ - 4
- ; . ' »'b‘ R v Wt ’ . . N
a0 = ‘ . o . \ < s . . . @ faam
; “ .. i T B AN
e ) . l. NN . T " U
. . i 'y s s % A N 'y o 2 . , o
«‘ ;9 3 - ' . ‘j\ ’ f > T . : ‘» ~_~ “‘ ! -~
. : s oo . T . .
o ‘o A N \\i ‘N\\. \ ou R A
N Y °* - £ . *
- - R . - ~ o @ . .
K Y ) o ) - - ‘:\,‘ * 1
R . : - LI . ) . 37:" DN ;
X u e N > . R b RN ) .- PN R i
- R . . .. * - ¥ . . . ,\. .
3 ° . } . SRR - :
. N ) : ‘ ) ‘x S . B k4 ) N
. . St ot he . - vow ot
N - w . = . - o ?}‘ - . . . .
X _ h N ‘ ! . T i :."‘\ )
RS - . - - -y vyt .
s \ N o DN . L Qs .
- . P . ‘.au o~ » . - ;\v‘ SN .
“ . o r N ‘.:_\ .\. B : ; N
\'; : ) N " N ".“} -
- ) \ ' O A :' ‘,..r"} ‘ ".1
- N b ) ) \' ’\
i!” ! N ’ \\3\;‘ ) “ NN
‘ : . .‘ ) T ‘f \: g
- ey R N L - "\
R T . ) - < ‘ i
B . ; L o
Co . e v - N S
. 1Y . t . s o N R K .
O s Lt . R . . l‘\ ) ) ) N S » Sew ?
sl AR I co - s N \ . . &\ "
. T e ' o ; ’ N \
“ . . - . - R - . L
S . : h . - L
84/?/\’\‘r~ - . . « T .
N . N “» ~ N .
. N ) . ‘n - " K , " o E ‘
5 ™ : . N . a ¢ B )
sy s e * . N . > s 0
" ERIC: ~ e . -



* D NS 4 ' v A )
» - - \ .
Y o - * ey ; : 1
1S . N
O ) . I ) “ <
* RS : - . ™
) - A ( ' N : SN
i4 -
? LY # 2 k]
R ‘ )(7' . R ‘ . ‘ o - . o . '\ o .
) R B © .« .. CABPENDIX C . . T .
O e e R o N E o s .
. : ) . X 3 e gt o . . ‘\fwyf) R - :
_ : * - Selective Bibliography .- /7. ° - . b

- . . ° . . R AN [N
. . .

i_;, . ~ The milltary serviees have been into learning objectives since at least,
71‘ the early 1960‘3. As a,result, a eonsiderable inventory~of military"literatufe

. . o -
ﬁ . . ¥

~

~on obgectives has grown np.‘ (Some items are Iisted below ) This 1itarature 1s

la:gely reflective and owes a‘debt of gratitude to individuals :S; r et,al, who.’ . h

N LT N

. X . . i 4 N N
n have done yeoman wo:i)in the field Howeuer, those of us who have Spent the .o
{éaﬂbetter part of our orklng lives 1in military education tend to look inward rather

\
w e Ta

=

";fi xhan outward when called upon to perfotm snch chores as writing articles. We ~‘;;:; e

7 ‘ ~

o look to our military references first not just because they are ﬂt hand, but G
N ‘\I \ -

.also because we may have contributed to them in varying degree$ Aceordingly,
the;§$LUblic-domain publications share in many ways a commonality of terms, R f

‘ phrases,.and s.\hols whieh\belong to all of us. é;lled upon to say something
~ xﬁi -~ . A .
about*objectives we often, consciously or unconseiously( dip into this tes- ‘ v

3
- ~—
R4 1'

. ervoir of language andxlllustration,- We 10 thls with apologiesxin‘advance, and

,"

- .\
. with no remorse.whatsoever ‘ C §§ . \
N . . . \ , . N ‘ .". “ ‘; L '“

-

* Bennett, Gordon C (ed. ) ‘ DeveIOping Training Objectives,‘and Qpestipn

- Construction and Test Pteparation. Washington»lNational Home Study Council,
) ~ 1974 " : .

-

>y

; S Bennett Gordon C.: Developing Traifiing Objectives and~Structuring Lesson and
M " Examination Exercises\(workbook) ~ Fort Lee, VA, U. S. Army Quartermaster @
L Schoor 1976 : o . L Co T B
. . SN S S N
e Markowltz, Jr., Harold Uses and Abuses. of ’ Behavioral theetives..‘Gunter;Air. .
- Fdrce Station AL, Extension Course Ingtitute, 1976

‘ b’
Martini Steye How to Write, Sequenee, and Group Objectives (unpubllshed)
FbrsLLee VA, U. S. Anmy Quartermaster School undated (ca. 1978)

~ ~ 7

@ AFP 50*58 Handbook for Designers of Instructional Systems (6 vols.). ‘Washington;
P Department of the Air Force, 1978. .

~

P .. . ‘ ) | Y
NAVFDTRA 110, Procedures for Instructibnal Systems Development. Pensacola, ;[,
Chief of Naval Education and Training, .1978. R . o Ty

85




RN .
\

N o . . N . R : B . . N . N > . : N
Cod T - S Lo i S

- \ L
v " NAVPERS - 93510 Handbook for Writing Learning>0bjectives., Washington, Bureau
~ of Naval Personnel 1965 ~ ot T S

Qs L. 7-1PEL, The Criterion Test (A Prqgigmgd Text) ‘Fort‘Lee;*VA, U;‘SgiArmy‘ Y
Quartermaster School 1967 ‘ ‘ ] : “ N o \ e

QMS Regulation 350 2 Systems Engineering of Training (Course Design)(unpublished)
Fort Lee,’ VA U. S. Army Quartermaster School -undated (ca.~1967) \

o TRADOC Pamphlet 350-30 (5 vols ) Interservice Procgﬁhres for Instructional Systems )
A ; Development\ Fort Monroe, VA U S. Army Training and Doctrine: Commanq, 1975.

w N N

OC Pamphlet 350 31 Preparing Extension Training. Fort Monroe,‘VA, U. S. Army;—-
Training and Doctrine Command 1976 ) . . o

A ' ' e

;‘\;TRADOC Regulation 350-100-1 Tra&ning Syetems Engineering of Training (Conrse;‘f~ a

w

) Des1gn) 'Fort Monroe, VA U. s. Army Training and Doctrine Command 1973, . k?
‘.USCONARC Pamphlet 350-14 Training Student Performance Objective§. Fort MOnroe,‘ o
) ~ va, U. S. Continental Army Command 1966 T » ~
A Lompilation of Characteristic Student Performance Objectives) to Include Con- s :e
o -dition, Task, and Standard Statements, Classified into Ability Categories. \
¢ Fort Lee, VA, U. S. Army Quartermaster School undated (ca. 1970, = ‘ L;*‘ N
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mas texr School, undated (ca. 1978) B \

04

57 How to Write Training Objectives* A Programed Text. Fort Benning, GA, uU. S Army
., Infantry Schobi 1973,

. ‘ o ‘ ~ h;.‘ R
‘ Instructional Systems Development Course: Student Text. Fort Sill, OK, U. S.
. Army Field Artillery School, 1977.- . o - I
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v Prgggems of Instruction and Instructional Material (chapter 3 of Management and
N Opetrations Manual, published separately) .Fort Lee, VA, U. S. Army- Quarter»
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' Dr. Marshall provides. some valuable insights on how one can
transform the rough copy of authors manuscrtpts mto workable .
home study lessons‘ : B ‘ :

~
-

He presents a pleur case for good first lessans and.quips that
"home study educatzon manuscmpts are fur too important to be left

toﬁ:r"tters.x o ;: . N TR “‘“"‘j‘“ T

st checkhsts prowde practical guides. for msurmg success-‘ ‘
ful lesson materials. Decades of solid home study eacperzence

have beeu condensed inlo’ this blueprim for home study copy ‘
edumg.. BN ~ C : , . :

-
-
A
el
¥

-

L -
. . NN . . *
N BN 8
. . N . .
. . . LT N
&~ N N .f
N N o ~ N
N N N : N N v
. ¥ ~ . N o : . R ]
I
‘\
.
N
1 N -~
. N A
* »”
» .
e
N .
Yoy &
\ - D
N Y £
- N 2ma »
K N
Yyovee N
R R v

+

-



¥
‘.
-
»
-
"
N .
as
o
-
t
»
N t1
»

v N Y
v
I
¢ * )
AN A3 .
¢ * -
- ~ N
. .
- »
- ”
@+ e
. “ .
a *
+
* - L 38 . \
"

) N . . . T . N
N - . + A . R N
- ) N ’ : \ - i o AN
- + . NN N ‘
3 NN )

»

(3

RIS

3

) - tives and examinations.’

R

N
o N . .

*
3 N .

. N N oo -
TN . .. . s

Tt a” -

~ N - .Charles B.Marshall -

-

>

Y A
e s .
N - - . N
A e * . . -

- The key*tojturnirig“rough copy ﬁr‘eparéd by authorsinto workable .

home . study material lies mainly in defining the elements of first rate
.”, correspondence study offerings., a - . o
Over the years at La Salle Extension University we devised a form-

ula which may be helpful to cur colleaguesin the home study-field.

* While one must always be careful to avoid the suggestion-that-he-has

‘some little "magic black box" which*will work at all times for all pyr-

poses, goqethe{gss, one can accumulate expenienée to the extent that
- 'that experience tan almost be’ codified into a set ‘of general rules.

T
- ~ .

As one who reéq_g a number of manus‘éripts prepared by subject
specialists,, whom often know, their subject intimately but'may not be .-

familiar with home st\udy materials, I have measured the work product -

of-authors using a’series of checklists. These checklists, developed -
over two decades of hon;estudy‘experié‘nce s have ejabled our staff
. members to evaluate manuscripts with a certain dons tendy that, at .

»+ at worst, eliminates obvious errors.

- best, allows us to convert the manuseript into first rgte materig] and-

_ THE FIRST LESSON

- Because one of the most essential parts of ‘home study is a success-
ful first lesson, we spend almost as much time on the manuscript for
‘the first lesson as we do on such major items as writing course objec~
Over the years, we've devised a few general
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N
cxte

rules eon.cermng the eharactenstics of a g'ood first lesson,

N ~ v
z N 1 1

Ina good ﬁrst lesson the home study student needs the followmg

»

(1) He needs to be resold. Part of our educatlonal role is to
' reassure hlm that 'we are what our respresentative or
. advertxsin’g said we were -- a reputable home study
school that can help the student to raise his mcome or’
othermse. n‘nprove ‘his personal ‘life. - A

\.
Y

@ ‘He needs’ t6 be’ mspn'ed He must be shown that what
S ‘hes ahead is fun as well as work -
&)) | 'He needs success and renewed self-eonfldence. He
’ may have failed before; now, we must let him succeed!"
. To do this, ‘we must give him someth:ng which he can
: conquer .80 as to re-establish his’ falth in himself
(4) \, He needs elemcal help. He is lost Wlth forms, seeond
‘'sheets, staples, paper clips, "fold here," and the
search for .an 8} x 11 ‘inch paper
- To fulfﬂl these needs ,.we‘devtsed“ “fOrmula That“tends “to. work 80
as to achleve high response. Theee are the eharactemsties of a,kg'ood
first lessen

S o : \
(1) ‘It. is brief -~ rarely over 20. prmted pages‘ S
N (2) Itbuildsina “resale" by briefly relteratmg the beneﬁts |

N of the course, eareer potentlals and the school‘s credl—

N B N -
;: N N N . A
-

- (3) It inspires, Whlch usually 1mphes very earefully select» -
N ed artwork and supportlve copy.
@ lt contains a deliberately dasy selijuizz* so_tha:t even .
"+ -“before submitting the first examination, the student*
- clearly sees he can do this work. In effect it gets up a
~ "series of suecesses" (8.0. S ) wh:eh leglcally follow
from a first step S ‘ ‘

4

' N »
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“ . et R e * >
O It ngee the student everythmg he needs. He is never: =
- - asked tq "On a plam,pleee of paper, gketch , , . " % e
. ®) ;It is clerlcally eelf-eontained The student is never j

* . asked'to staple clip, .or attach anything All forms S :
are preprmted *for him; : : “

[ . - }
. . . S

M 1t does not mvolve essayé or projects which require .

‘ I \ literary or artistic skill, These "high-diving" chal-

- lenges-should come only after. the student has found he
really can "éw:un" suct:essfully

DS

.

s \/ - - (8) . ;Exam mstrucnons are made obvious: It is literally im-" .
) A possxble nof to understand what is to be done wuh it.
o Vg N S
| o (9) il‘The f:lrst lesson clearly explems what the student is to
NN R - . do after he makes his. first su‘bmtssxon ‘In placement

. this information is structured 8¢ as to be read after the ‘
“ ‘etudent has malled his first eubmlssion to us. "

(10) eeause some students nnght p'&ssfbly be offended by an -
~ overly simple first lesson, there should be a courteous
* ! disclaimer frankly advising the'student that this is a "warm o
up" exercise and that we shall shortly present lnm wath . )
". . more ehallenging materials, -~ S
- (1) The text starts wzth semetmng famﬂiar to the student, so
‘ - that he is led from the known to the unknown, -

‘\

".If we made up a checklist for the\above,,we would then meesure ‘every .

.  first lesson agamst these pomts . N ‘ N
: — ~ | YES NO
: L : (1) " TIs the read:mg under 20 pages? X |
NS o - (2) -Is 1t properly broken up w1th motivatlonai ) ‘
e - oart? : »\. ‘ | X
‘ T (3) Is there et leest a paragraph or.two of re- \

@ ‘15 it genei'ally non-technical and inspiring? . X . \
. . . . t“‘\ . : . | | | ) 1 ) : \ .




o ) ) Ry R ‘» NN
. .
:' .‘. * . ‘\ o > ) 1
H 4 ‘\ - ‘ ~y, ) \ e ‘ . Z
k3 o ; \ L
N N ‘ : - S \ . . ) . \ ;»‘ . . ; ‘ ‘
o0 M (5)  Doesit contain a conﬁdence—buudlﬁg self— Cse o
. * = ‘q‘mz" S \\ x ‘ e T : x . S
e - \\, o - | \2 _ o
. (6) -Doesit provlde the student with the actual - e
Q e e sheet of paper on whlch to submrt the exam" X e
.' e Is the exammanom sheet one page, so as to SR
S " ‘ ehmmate stapling, chpping, etc,? X
S L @ Are all forms preprmted so that only name - T
. N . and student t number need to be filled in? X o
| I |
o ~(9)  Are both the lesson’ reading matenals and the . k R T
T \\exammahon sheet physzcally obvxous inthe = ' T
© first package" ~ o | X
N ) : . ‘ . T - A\
. (10) Is the exammatlon free from essay ass1gn- \

ments prOJects or artistlc demands" _’ .o X

T 1D B there a disclaimer as to the ease of the . =

; ) - first lesson and a pledge of some challeng- o ) BEERI
mgmaterlaltocome‘?“ L X
. (12) Is there, lmmediately after the first. sub- .
> * «. mission, a very clear-"where do we go. from o
-+ here" road map" S - X
v (13) Does the text go from the known to the un- «
. \known" I , - X
N - F'S . - . . N . . . ¢
N CAd Lastl‘y, are all instructions crystal clear? . ~ X iy
. L - ; : ; : AN 5
m o 7r‘ CAPITALIZING ON THE GOOD FIRST LESSON
- o ‘ ”Kssumﬁig we've now managed to achieve the good fu'st lesson we
. must now follow ‘the first lesson with an "aftermath of excellence. " .
4 - Whatis an "aftermath of excellence?" Generallyg, we have found that )
§ ‘the characteristlcs of subsequent lessons should follow these general
e ‘ g'uldehnes :
. ~i@. ‘9‘2. ‘o ' .‘ o 4 e " - L _
L@ . * .




‘ / ‘" is hard 'to overdo in home study. Hénce

- " humor or a "fun project." Home study need notbe .

e -
R . L

E YN - : N » * ‘ ,,a‘

() Each lesgon 1s Just shghtly more dlfhcult that the pl;e- *
~ ceding lesson, the increase rarely exceedmg 10% in v

“\length . o ; s s

\ st -
N

®

@) Ata certaln ,pomt the course attains its standard -

. level of complexity so'that; after a handful of com--
- paratively. easy ‘initial submissions,.the. student‘faceg
a body of work that is approxlmately umform in 1ts

~‘\

2t R

»:Challenge sk ‘: R v - .

N

(3) * Wheneuer new terms are used, there tls a careful ex- E
plananon of those terms T)uttressed by examples of

cut

the use and apphcatlon of the terms : N

: (4) | Although itis a vice in res1dent1al tea_ching purpaaeful

#repetmon is°a virtue in home study, where the best
“courses repeat, rephrase, reiterate, re-em has:ze.
/. restate, etc., etc., on the theory that reu?frcement
point made’
in lesson two mi t,‘be restated’ in lessons 3 7 and: 32
~with benefit to the student ‘ o t
LI S . \ .
(5) _ A certain oegnee of "comlc rehef" 11d be buﬂt m, .
* 'wherein, on occasion, the material olves a bit of

-

. grim. As former President Elsenhower \once put it,  _.

-
@

"You can‘'smile, yet still be a serious person "
Courses with 40% completion rates frequently smile oo’

0
R} 3

(6). Exam quesnons are "fair and fmdable," as one scho-
. larputit.’ No question should be deliberately insert-
. ad "to separate the men from the boys." Nor should
any. questlon ever bé "unfindable." ¥n home study,
the .answer to every examination questmn should be
‘found in either the text or a reasongble mference from -
the text. A;eryme for example, should test number

.+ 14 ask a.questién not" covered until lesson *assxgnment“--: e

number 19. - - -

(7)‘. Examinaticn! like lessons, must follow the pattern .

of mild graduation of complexzty They should not,
for example, "leap"” from 10 true and false quesnons

¢ to eight demandmg essay questzons. o o
o -;‘ ” 1 lj) “ f P
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. _(8) Onoe agam as ;n staf’ter lessons the mstrucuons s "
) o should.be clear.. Oné home study author ssid'this | . .
o - best: "Do not'merely write instructions thatcan =~ -
. - . be understood. Rather, write instructions that - ‘ _—
* "+ "« cannot possrbly be mlsunderstood " ~
S T , a‘ : - ~
9 -There should be a solid re\new of t;he past lesson as e
~ a foundatmn for the current lesson .
) SR (1~O)~ There‘should be a "‘previe " Of ~what iies Sheéd; " ~ S
R . S . ) ' SRR, SR C T

Most important of all, every lesson must seem “do-
able,"-that is, each less’.on and examination. must.be -

. of such a size and-complexity that the student should ‘
" . - fesl he can complete it in the very nesr and fore- - SN
S seeabie Thture (e. g.,.tonight, Satugday Qr this- A&fﬁﬁ R
: . weekend). Lessons which require such work as may .
‘take a student seveéral months srmply, as a matter of
«  home study reahty, rarely get done. . -
| - a Lastly, the student should be ‘supplied with every- . '
s ' . thing he needs. He should.not be asked to scurry - =
" about to. find paper, staples, craychs, etc.:. Nothing IR \
‘ ~ghoujd reqqi‘re him to get up from his desk or table . L B A
; when hewsits ‘down' to study a well prepared lesson. A . R
i P :“e
If we were to ma‘ke these formulatzons mto a ch&oklist our document . , W
maght look somethmg as fgllows* - ‘ X . ‘
o - o - ;..o . . YES NO: -
: L o - . o .
@)  1Is each of the early lessons. slightly harder:
. and longer than the prior lesson,  but not \
more than 10% more challehging? .. X . .
‘ ‘(2) " Is. the{‘e a standard level of complemty at a . o f‘_
" .. certaih pointin the course" B - X | ‘ ’ :
. o i ; dw R o o . “;
(3) Are new terms properly' i)refaoed P ( ~
‘ explamed" \ | . \ - X . "
i N “ : B ‘. Ce .!‘ X . ) . . ‘ ‘ ‘ N .b )
B 0 Are there adequate réinforcement methods? | X -
\ o : ‘ 'r ‘ \ ; §~\?
© -+ .(5). Does the course "smile" occasionally? ~ . g X (
. L { R ! : a
9 - - Tl
SR : 3 :
) b : . .
% . ., N 1 e o



'~ often tend to; () _give the student more than he needs to know to achleva
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»

g cause nf an honest Puritan ethic that instllls‘ln most authors andg. ed:tors ’ ‘
'31 sincere desire to make each ‘bcurse truly guthentic. Can you have' SRR '

~~highest ethical motivatmns. "We'll enrich this course so it has every-

‘ f°11°"'°d by subsequem lessona whmh meet most-of the characterxat SRR

LY . ‘ o A 'i 3 ' ;-\ * ‘t; .! :'? *"“\;r
. : e T L. oA
_ R 2 ‘\%‘: N
SR ot e oo v Ty T
n»t\i:i”&‘ ‘:‘\ - ~ ;$- " - : Py T :~:\~ 9
. " VN Vo e ‘ ’
~ ¥ = - . ? « - . i} R o . N !
. X ] » . o
w ‘s \:’ . " . ;.‘ L . L
- =~ ’ » . N W e
G : L . . - f YES < ?.NQ . . ~'1 : t
' (6) Are test que,stlons "fan- and fmdable”" j Xt ey
* . ( Lo R R e R o ‘ * .
OR lio tests follow the pattern of g'raduated oy T R
) vl . Tt .. R ]
N [N l, o ) LU S . - N . L N : N R I .
o ‘ complexity Lo | S S W T
K "f;(.SQ Are mstructmns absolutely clear" . -X 5 S e e
¥ Vs , - R feel
»(9)‘ . Is there an adgquate rewew of pmor lessons*? B> CELI o
0) "\ Is there. an‘msplrmg preview of what 18 5‘ AR i’ ot
o commg" B L \ \) X W T owl Y

;‘(ll) Is every lesson and evqry test ’"dqable"" : X L -l ey

E . N,
.S - N A o
R \:u . . R

(12) Lastl"y do we supply the student vmh everyh S o
thmgheneeds" SR *xx oL e e

! A : N S T » . ot
. ‘- 3 ‘ ;\ O RS .»‘.‘ Sl g N r T
HOW TO ACHIEVB HIGH GRADUATION RATE’S f‘ S e T .
. J\ \{" . 3 A AR “i’;\s o L B
Let's  agsume that wemow have achleved a ﬁrst rate openmg lesaon. SR T e

on the previous checkhst What can we then dc to achaeve, mB‘h;gl‘adu‘- .“ A
atwn rates? Cola et o ‘\ : oL ;

J “ o
. RPN . . R
~ 3 -t N i . RS * N

' . S -

Although it may sound 'mqne sﬁcrt courses produqe aduatea, long: * = A
cqurges don't. ‘We continue to produce dvarly long courses mainly be- "~ -.

N

brevity and quahty" Yes * and here ip how.: ' v T ""“ RN

( 7 - A ) /
Home study 'is, after all mdependent study, Our pg'ob‘lem 1s ‘that we S A

" the stated course ob]ecnve and, (2) to over~test hlm to make.sure he ‘ \
knows his materials. @nce again, both author and editor have the ... "

PURCUR UV NN S

thing" and "Our exammatmns ‘will bg frequent and 80 hard that our’

diploma will ‘ba mdlsputable." . e . -

However when wG go agtray on these tangents. we forget that evgry .
student IS also a customer' he doesn't want to know everythin.g and He
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RN A ARERNE SR i/ . gﬁ‘ B / / o R T A N
N . ‘«{‘ v LR N J . g . : | . N ‘\g S ,
. AN v 5 Ay ¥y . . oy R *
N L ' oy ST e s
“:ip‘h";‘ " :w 3 o ':\»\ 4 a et 3 H v N ¥ i -' ‘w
wE N e - Lot ST e T ,/‘ N ‘. N, i
nTT AR T e
’{ g doésn't want to eonvmee everybody. He rather ,wants to leann epough Lo RO
| “‘ PR to get a JOb and to eomnnee one employer to glye hiy\ a GW - R . R i
N \\* N - R . . . . t! . N . /‘ RN ) R N \\ ‘ .
W0 . “f“lf we rememper our basic customer\eommltment,, our courses whil"e A B N -
Lo« U of the; finest/quality, should bé Spartan when- frﬂlg are involved.” | SO
e ® e Optlon,gl materlals may:abound for the embitlous student, but they should W e
‘ ... .. not'be Yorced upon the student who,Wants to "learn and to edin" soon. et
STl e D Hence our,courses ‘must constantly relate to stated. objectaves in such B N
e e a Way ﬁs to exclude all extraneous 1tems. Our pxammaﬁ%ng should be DU
v . ﬁeh ag to. assure Sur institutions. thalt before a dlploma 1s,lssued “the R
N »studer;t has mdeed le_arned enough to meet hlq/ stated goal -~ and no .- oo S
DT - ‘more/” - : N A T T LRy
v N . i . *Sﬁ ” ) . ;.;3;:{ . {il O . v -‘f‘. R & . B \: .
R 2 . : - . : J o) 3 d ) .‘ : NS ) ) ‘.?
RN T e net result is that, éhort of e mague " aek box u a’t‘ew rudimen- S “f
S o checkhst questions evolva b;y, ‘which a thors and*edxtors shoﬁld BN 'E B
N ; m \asm'e e‘very«;fesson and everwcourse. ? s, S ‘ .;5 S e
. N . q\ l e H Y 2 R ‘ . » : i\*\& . ;;;‘ " . "‘ .
o Convertmg these ehai"aetemsties mto a checkhst for eompletloq_,rates R
SN, /-we, might insist that every m&nusempt should exther contain or-be edited — NN
/ tofcontam conformity to the follow:mg si goints. S . L
‘ ey f _‘YBSsno
/': RN ‘(1) R 'Do we heve a clearly stated? irse obj eetwe | \ o
T e i *Imnd as we’ ereate this eo e of mstruc- B S NN
("‘\\}’“ "ﬁ-o’. . .‘ N ::‘ \i‘ tlon'? N . . \ / \ R -.‘.. B . b \X 'f‘ .;‘ ': \ K.:‘Q
' - »-‘\.‘Q‘ ” ) *:‘:; f" ) R - / : . “ C . . R e '\ to. . . f!\
. ; @ Is this lesson material n eessary to achleve T e . e
43 o 3 ~ : B ol ' <
.~ ARPEI B} the*stated o’b]ectwe‘? / . Ly X ’ﬁ‘ - g
* e o §\ - ‘ ‘ : ‘ ‘ e . P
§ SR C ) R Is éach exammauon necessary to demonstrate T R
w -\ if the student knows enough to attain the stated ; S A
o “ \objectwe‘? YA NS SR * ~
e ar‘ ‘\‘; ‘ ) )E‘ St N ‘7‘ ) -7 ) - . R NN . : .
" .. (4 Ape there enrichmént amd opnonal matemals" oot e )
. ] - ‘(These must be, howewer, clearly designed as . R
. be ‘\nd the. seopeiof the stated objectives.) EEEERD - TN ) h
d - Sa e et et ;“j\ s v o 2 e o o s SR eme\\,,,e,,_..:_“Me.w;fl.“w e o
L G Is thi} course truly devoid of “(busy ‘work" ‘¢, ‘ ‘
. s© ' submisgions and projects so that nothing . . S ;
o . - . stands §n the way of an expedmous sub- ~ - - L T s
o = TR mission o,f truly necessary exammahons" . X Yi " DT
:“'.s. . - ‘\ N ) N \‘“ 3 B » ‘* . . 0;.;7' R
R -7 .(6) Over the lang. haul, is consmtent motwatmn et I
N ©+ built into ekt:h lesson" o e e X NN
] R . i‘ < ) ‘ ~-: . N ..\\ y
;»o\; 96 N < i * \ » » - l J; ‘3 » N - ‘ ‘ Q'N\ ‘ ,
- R R Do . - 3.
o 1 A R ’ o
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. While ume may very well be manuacmpta that dQ riot eonform with ;

all of the pom‘ts Xraised in the qheckhsts presented above, it would be
icult for any -manuscript which has been. broug‘ht mto con~

with these checklists, to go too far astray from meetmg the .

\/ ,demands of the home study atudent ‘in a highly sansfactory form,

t ;
s N Q MR
N - Y . .
7 .
.

one dlplomat has eommented "War is too important to‘be left to

T generals." By the same- token, home study education manuscripts are

e g N
I o< far too important to be left to ‘writers. -When the manyscript comes to.
PR .~ the home study school, it is ofie of the' candmal dut: of the Education ]
R ~ Director and his editorial associates to take the ‘raw mhterial, which .
+ « . .may well be substantively sound, and convert it into home study ma—
v terial that 'will reflect. avorably on the schoo]‘, the professlon ‘and.the - .,,,,,\ 5, 19
Tt “method- of instruction whxle"'bringmg the maxlmum poss:ble beneﬁt to the a
%~ ~ < home study student. .| Cx ~ o
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. ; ‘APPENDIX A le page from a final lesson of a TV Bervicing Course
. e RS K oL - . : . R -
B R - - : ' o * " . o )
. | ‘ N ‘ ‘ N .
» . N N T N N . ) N N » N . £ N
‘ S Sealng .- - LT T'm"'w POR™""__ Negative piate - AT A
) ) L - 20 und L VOY‘\t‘plug covers ,Pou{rj‘. {sponge lead) - - > . o
. . - ) N N ‘f e, o B \ B R o N . '
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T . ., .  Figure 4—Physical / ~ > / ; - R
Yy ’:’ o © - 5 Gondtruction of a . . Container Positiveplate . - . o= \J.7 . e
: ~j§'§,;§,~‘ N . S othQll Battery. o - : {lend pacoxids) -~ §_odinnnt space * Elemant rests : !
- : .\‘i" R ) . . A e . . .. N . . . N BN . N T
L . qulick quix - 1 Label the parts of thisdrycell. . - -~ .
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2 The charges shown on this dry cell are . o
